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PREFACE 


The  Army  Institute  for  Research  in  Management  Information, 

Communications,  and  Computer  Sciences  (AIRMICS)  is  the  research  arm  of  »h° 
l'.  S.  Army  Information  Systems  Engineering  Command, (I SEC) .  AIRMICS  is 
currently  conducting  research  into  the  implementation  and  operation  of 
Information  Centers  (ICs',  both  in  government  and  in  private  industry.  One  4 
of  the  goals  of  this  research  was  to  produce  this  guide  for  use  by  the  Army 
in  the  planning,  implementation,  and  operation  of  ICs.  It  is  based  upon 
the  experience  of  operating  ICs  in  government  and  industry.  This 
information  was  obtained  from  interviews,  questionnaires,  literature,  and 
conferences.  In  an  additional  st udyv.  sponsored  by  the  U.  S.  Army 
Information  Systems  Command  (USAISC1,  and  ‘tinder  the  direction  of  AIRMICS, 
information  was  gathered  from  sis  Army  installations  during  two  site 
visits  at  each  site:  Fort  Stewart,  Georgia;  Fort  Monroe,  Virginia;  Fort 
Hood,  Texas;  White  Sands  Missile  Range,  New  Mexico;  Rock  Island  Arsenal, 
Illinois;  and  Fort  Ord,  California.  The  information  gained  from  the  ,  ^ 
experiences  at  each  of  the  sites  was  incorporated  into  this  manual.  t  d<-' j 
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CHAPTER  1.0 


INTRODUCTION 


1.1  GENERAL 


This  guide  addresses  the  issues  raised  by  the  introduction  of  personal 
computing  in  the  workplace.  It  focuses  on  the  issues  that  should  be  con¬ 
sidered  if  the  proliferation  of  end-user  computing  is  to  be  managed  within 
the  installation;  and  it  provides  guidance  to  installations  which  are 
planning,  implementing,  or  operating  an  Information  Center  (IC)  to  support 
microcomputer  users. 

1 . 2  PURPOSE 

The  purpose  of  this  guide  is  to  identify  the  issues  which  should  be 
addressed  in  planning,  implementing,  or  operating  a  microcomputer  IC. 
Alternative  approaches  to  common  issues  which  have  proven  successful — in 
the  Army,  elsewhere  in  government,  and  in  private  industry — are  discussed, 
as  well  as  some  of  the  problems  that  have  been  encountered. 

This  guide  focuses  on  computer  support  centers,  specifically  micro¬ 
computer  ICs .  In  addition  to  microcomputers,  the  1C  will  ultimately 
include  all  of  the  Information  Mission  Areas  (IMA);  audiovisual  automation, 
telecommunications,  automation,  records  management ,  and  printing  and  pub 
1 icat ions . 


].?  APPLICABILITY 

This  manual  provides  guidance  to  all  installations  involved  in  the 
planning,  implementation,  and  operation  of  microcomputer  ICs. 

1.4  OBJECTIVES 


The  objectives  of  this  guide  are  to: 

Describe  the  background  of  end-user  computing. 

Define  the  IC  concept. 

Provide  guidance  for  the  planning  of  an  IC. 

Provide  guidance  for  the  initial  operation  of  an  IC. 
Provide  guidance  for  the  continuing  operation  of  an  IC . 


1.5  USE_OF  TRADE  NAMES 


To  identify  and  properly  attribute  various  products,  a  number  of  trade 
names  and  manufacturer’s  names  are  used  in  this  guide.  Such  identification 
does  not  imply  recommendat ion  or  endorsement  by  the  U.S.  Army,  nor  does  it 
imply  that  the  products  identified  are  necessarily  the  best  available  for 
the  purpose. 


1.6  APPENDICES 

Terms  and  abbreviations  used  in  this  guide  are  defined  in  Appendix  A, 
which  also  contains  definitions  of  terms  and  abbreviations  commonly  used  in 
the  computer  indust ry. 

A  list  of  applicable  government  references  is  contained  in  Appendix  B. 

A  bibliography  is  given  in  Appendix  C. 

Appendix  D  contains  a  sample  user  survey  which  may  be  used  to  aid  in 
determining  the  needs  of  the  user  community. 

Case  studies  developed  from  the  six  site  orientation  and  evaluation 
visits  are  contained  in  Appendix  E. 

Sample  materials  developed  by  the  sites  visited,  which  are  deemed  to 
be  useful  to  any  IC  are  included  in  Appendix  F. 
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CHAPTER  2.0 


BACKGROUND 


2.1  PROBLEM 


The  constant  plea  of  the  commander  on  the;  battlefield  and  the  manager 
m  the  corporate  boardroom  has  been  for  more  and  more  information.  With 
the  technology  available  today  information  can  be  generated,  processed, 
transferred,  and  stored  in  quantities  never  before  imagined.  It  is  not 
uncommon  for  the  commander  or  manager  to  be  inundated  with  information  that 
is  untimely,  inappropriate,  and  difficult  to  comprehend.  In  short,  the 
information  received  is  of  no  real  value  in  the  decision  making  process. 
Information  is  one  of  the  most  precious  and  perishable  resources.  Without 
information  that  is  timely,  relevant,  and  understandable,  commanders  and 
managers  cannot  make  sound  decisions,  nor  can  their  staffs  make  helpful 
recommendat ions . 


2.1.1  Environment 


The  Army  has  long  encountered  the  demands  for  greater  productivity  in 
order  to  deliver  more  results  while  remaining  within  the  constraints  of  its 
resources.  Budgetary  constraints  are  dictated  by  the  current  critical  need 
to  reduce  the  national  debt.  The  constraints  on  funding  also  limit  the 
number  of  personnel  available  to  the  Army.  In  the  current  economy  the 
Armed  Forces  are  encountering  difficulties  in  recruiting  sufficient  numbers 
of  qualified  personnel.  The  current  state  of  tension  between  the  Eastern 
and  Western  Blocs  necessitates  that  the  Army  maintains  its  forces  in  a  high 
state  of  readiness.  All  of  these  factors,  taken  together,  have  motivated 
research  to  find  ways  to  improve  productivity.  Approaches  to  productivity 
improvement  include: 

Elimination  of  marginal  activities; 

Management  improvements  through  organizational  change, 
mission  adjustments,  or  work  re-structuring; 

Work  force  training  in  areas  where  productivity 
deficiencies  are  evidenced; 


Use  of  more  effective  and  efficient  tools. 


The  IC  can  make  its  greatest  contribution  to  productivity  by  sup 
porting  the  use  of  effective  and  efficient  tools.  Then  when  these  tools 
provide  better  access  to  better  information,  payoffs  may  be  expected  in 
terms  of  improved  quality  of  decisions,  improved  performance,  improved 
personnel  motivation,  reductions  in  effort  requirements,  and  overall  re 
duct  ions  in  completion  times  for  actions. 
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2.1.2  I?chnology_Change 

The  introduction  of  new,  more  powerful  technology  has  made  it  critical 
that  the  Army  learn  how  to  manage  its  information  and  the  technology  used 
to  manipulate  this  information.  These  new  technologies  provide  capabi] 
lties  for  communicating  and  revising  multiple  types  of  information  in 
diverse  high-technology  user-oriented  systems.  The  types  of  information 
include  those  of  data,  text,  graphics,  image,  and  voice.  In  addition  to 
larger,  faster  mainframes  with  improved  mass  storage  devices  and  fourth 
generat ion  languages,  the  advent  of  the  microcomputer  and  its  user-oriented 
software  packages  has  created  a  new  era  in  information  processing.  The 
introduction  of  this  new  technology  has  been  accompanied  by  two  trends: 
decreased  hardware  costs,  and  increased  personnel  costs.  The-  same  tech 
meal  advances  that  make  cheaper  computer  hardware  available  also  make  it 
possible  to  implement  more  complex  applications.  Another  effect  of 
improved  price  and  performance  capability  is  that  it  is  now  economically 
feasible  to  justify  more  computer-based  applications.  As  a  result,  there 
are  more  demands  on  the  DP  department  for  new  applications  than  there  have 
been  previously. 


m 


There  has  also  been  a  change  in  the  background  of  the  employees  now 
entering  the  work  force.  Nearly  all  new  employees  have  had  some  exposure 
to  computers  during  their  education.  This  factor  means  that  they  have  more 
knowledge  and  less  fear  of  computers  than  most  current  employees  and  they 
are  demanding  greater  levels  of  service  from  the  DP  department.  While 
programmer  productivity  has  improved  approximately  two  and  one-half  times 
over  the  last  ten  years,  the  price 'performance  ratio  of  new  hardware  has 
increased  by  a  factor  of  over  100.  This  indicates  that  technology  is 
providing  opportunity  at  a  much  greater  rate  than  programmers  are  capable 
of  exploiting. 

Microcomputers  are  an  inexpensive  way  to  deliver  computing  power  to 
the  user’s  desk  for  a  wide  range  of  applications.  The  individual  has  the 
power  to  create  a  personalized  working  environment  from  a  large  number  of 
commercially  available  analysis  tools,  organizational  programs,  and  man 
agement  packages.  Microcomputers  have  various  characteristics,  ranging 
from  the  "stand  alone"  unit  to  groups  of  micros  connected  over  a  local  area 
network  (LAN'  to  larger  multi-user  "super  micros"  capable  of  supporting  a 
number  of  remote  terminals.  Commercially  available,  "off  the  shelf"  soft¬ 
ware  provides  the  end  user  with  the  capability  of  creating  complex  reports, 
presentation-quality  graphics,  and  merging  text  and  graphics  in  written 
reports.  Database  and  word  processing  software  open  up  new  avenues  for 
productivity  increases  throughout  the  user  community. 

2.1.3  Traditional_Approach 

Traditionally  application  programs  are  obtained  from  programmers 
within  the  central  data  processing  organization  which  has  the  respon 
sibility  for  developing  all  programs.  The  early  data  processing  ap¬ 
plications  were  mainly  clerical,  accounting,  and  number-crunching  ap¬ 
plications.  As  hardware  and  software  capability  increased,  on-line  trans 
action-based  systems  were  developed  which  consolidated  databases, 


coordinated  functions,  ard  permitted  terminal-oriented  transactions.  The 
early  applications  were  strictly  functional-oriented  with  little  consid 
eration  given  to  uses  for  the  data  outside  the  proponent  organizational 
element.  Management  reports  were  in  the  form  of  listings  or  successive 
summaries,  with  the  format  specified  in  the  early  stages  of  design.  As  the 
need  for  data  increased,  the  data  processing  organization  became  inundated 
with  requests  for  minor  changes  to  existing  systems,  or  development  of  new 
or  one-time  reports  for  management. 


2.2  USER’S  PERSPECTIVE 


From  the  user’s  viewpoint,  the  DP  organization  was  non- responsive. 

The  setting  in  which  the  user  operated  was  a  dynamic,  changing  business 
environment.  In  this  setting,  the  user  needed  a  quick  reaction  capability, 
to  provide  answers  to  current  problems  in  a  reasonable  time  frame.  The  Dr 
group,  already  behind  schedule,  resisted  interruptions  which  could  only 
introduce  further  delays.  There  were  wide  differences  in  opinion  on  the 
time  required  to  accomplish  a  particular  job.  The  user  considered  the  DP 
group  inflexible  because  it  seemed  as  if  DP  objected  to  even  minor  changes 
in  the  specifications  for  a  program.  But  the  most  serious  complaint  of 
users  was  that  the  programs  were  not  as  useful  as  expected  because  the 
needs  of  the  user  had  often  evolved  and  changed  significantly  by  the  time 
programs  were  finished  and  delivered,  Given  this  perspective,  users  per¬ 
ceive  that  microcomputers  will  provide  an  affordable,  easily  accessible, 
solution  to  their  data  processing  needs,  that  will  provide  rapid  results. 


2.3  DP  PERSPECTIVE 


The  DP  organization  felt  that  users  did  not  understand  the  impact  of 
their  requests  on  DP.  The  DP  group  resented  this  lack  of  appreciation  of 
their  difficulties  and  complained  that  users  always  changed  their  minds 
about  what  they  wanted  and  when  they  needed  it.  The  personnel  in  the  DP 
organization  viewed  themselves  as  the  professionals  who  made  it  possible 
for  the  users  to  succeed,  but  felt  that  users  considered  programmers  as 
expensive  and  only  marginally  useful  tools. 


2.4  MANAGEMENT  PERSPECTIVE 


Management,  in  addition  to  being  concerned  about  the  growing  conflict 
between  the  users  and  the  DP  organization,  became  concerned  about  the 
rising  clamor  from  the  users  for  access  to  computing  power  via  the  micro 
computer.  Management  concerns  include: 

Data  integrity — the  proliferation  of  data  in  "private" 
databases  and  the  risk  that  these  databases  will  not  be 
in  synchronization  (i.e.,  everyone  working  from  the 
same  set  of  data) ; 
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Security  of  data--the  potential  of  unauthorized  access 
to  the  data  contained  in  "private"  databases; 

Proliferation  of  terminals  and  the  resulting  impact  on 
mainframe  response; 

Proliferation  of  microcomputers,  with  the  attendant 
risk  of  incompatibility  and  accountability; 

Loss  of  central  managerial  control  of  computing  assets: 

Redundant  applications  development; 

Increased  requirements  for  mainframe  cpu  and 
communications  facilities,  due  to  both  proliferation  of 
(1)  terminals  and  (2)  requests  for  microcomputer  access 
to  the  mainframe  databases. 


2.5  EXTERNAL  INFLUENCES 


With-n  the  Army,  promoting  end-user  computing  at  any  installation  is 
complicated  by  constraints  and  restrictions — imposed  by  higher  authority  — 
in  accessing  some  of  the  "corporate"  data  contained  in  the  central  data¬ 
bases.  This  section  presents  some  of  the  strategies  of  the  Army  as  pertain 
to  information  management. 


2.5.1  Three;Tier_Archi tecture 

The  Three-Tier  Architecture  is  a  "first -cut"  approach  to  producing  an 
objective  architecture.  Under  the  concept  of  the  three-tiered  objective,  a 
user  requests  an  information  service  and  the  system  determines  the 
appropriate  level  for  response.  In  this  plan,  the  user  would  not  have  to 
know  the  intricacies  of  the  software,  the  peculiarities  of  the  hardware, 
nor  the  location  of  the  data.  The  three  tier  architecture  is  described  as 
follows : 

TIER  1.  Regional  service  centers  using  large  computers  inter¬ 
connected  by  high  capacity  communications  for  rapid  movement  of  data. 

These  regional  centers  will  be  the  shared  processing  resources  for  all  Army 
activities.  They  will  be  used  to  provide  consolidated  information,  STAMMIS 
processing,  and  all  other  processing  not  capable  of  being  performed  at  the 
tier  2  processor . 

TIER  2.  Information  resources  required  to  support  the  organizational 
fHODA,  FOA,  MACOMi  and  installation  levtl  needs.  These  processors  will 
provide  local  data  storage  and  processing  of  organization  and  installation 
level  information  systems. 

TIER  3.  At  the  unit  or  office  level  in  the  location  of  the 
information  user.  Users  are  connected  to  tier  2  through  the  base 
communications  system.  Information  generated  or  requested  at  this  level 


will  cause  application  processing  to  occur  at  any  or  all  tiers  based  on 
application  design  and  data  organization. 

2.5.2  The  Information  Mission  Area  Program  (TIMAP) 

The  Information  Mission  Area  Program  (TIMAP)  of  the  Army  brings 
together  and  integrates  the  communications,  knowledge,  data,  applications, 
and  processing  hardware  functions  to  support  decision  makers  at  all  levels 
with  the  best  information  decision  support  system  possible. 

The  Information  Mission  Area  (IMA)  consists  of  associated  resources 
and  activities  employed  in  the  development,  transmission,  use,  integration, 
and  management  of  information.  Information  resources  include  information, 
doctrine,  data  knowledge,  engineering,  applications,  communication,  pro¬ 
cessing  equipment,  as  well  as  related  personnel,  services,  facilities,  and 
organizations . 

The  Army  Information  Mission  Area  consists  of  three  major  parts:  the 
Tactical  Area,  the  Strategic  Area,  and  the  Sustaining  Base  area.  Each  of 
these  three  areas  includes  the  following  components:  automation,  com 
mumcations,  office  automation,  records  management,  publications,  printing, 
audiovisual  activities,  and  other  information  activities,  services,  and 
facilities. 

The  TIMAP  is  the  methodology  by  which  all  programs  and  systems  within 
IMA  are  managed,  resourced,  and  executed.  Information  requirements  of  the 
Unified  Command,  Office  of  the  Secretary  of  Defense,  Joint  Chiefs  of  Staff, 
and  other  external  organizations  that  will  be  satisfied  by  the  Army  will  be 
included  in  TIMAP  of  the  Army. 

The  Army  Information  Architecture  will  guide  the  planning,  control, 
and  management  of  all  Army  information.  The  Assistant  Chief  of  Staff  for 
Information  Management  (ACSIM)  prepares  the  Army  Information  Architecture, 
which  describes  Army  information  in  terms  of  what  it  is,  where  it  is,  and 
who  controls  it.  Each  installation  (or  equivalent)  will  develop  its  own 
information  architecture  in  accordance  with  the  Army  Information 
Archi tecture. 

The  Army  Information  Architecture  is  the  umbrella  architecture  for  the 
information  mission  areas.  It  expresses  the  interrelationships  throughout 
all  echelons  of  the  Army  among  processes,  information  classes,  organ 
izations,  technologies,  and  physical  locations.  An  information  arch¬ 
itecture  consists  of  an  information  model  derived  from  an  (1)  Information 
Systems  Plan  (ISP)  or  other  systematic  analysis  process,  (2)  a  baseline 
configuration,  and  (3)  an  objective  configuration.  Together,  these  three 
information  elements  provide  the  framework  for  evaluating  actual  infor¬ 
mation  needs  ^information  model)  and  comparing  these  needs  with  existing 
(baseline)  capabilities  in  order  to  ascertain  how  to  achieve  optimum  cap¬ 
abilities  t objective  configuration^.  Through  this  evaluation  process  the 
manager  can  determine  his  deficiencies  and  prioritize  his  proposed  sol¬ 
utions.  The  Information  Management  Plan  (IMP)  is  the  means  through  which 
information  initiatives,  that  satisfy  information  requirements  and  support 
the  information  architecture,  can  be  identified  and  approved.  After 


approval  at  the  DA  level,  the  IMP  becomes  the  Information  Management  Master 
Plan  (IAWP).  IAWP  initiatives  for  which  resources  are  available  may  be 
implemented.  If  resources  are  not  available,  the  I^MP  will  serve  as  the 
authority  to  submit  funding  requests  to  the  Planning,  Programming,  Bud¬ 
geting,  and  Execution  System  (PPBES). 


2.6  ORGANIZATIONAL  INFLUENCE 


The  Army’s  information  manager  is  the  Assistant  Chief  of  Staff  for 
Information  Management  (ACSIM),  a  principal  Army  general  staff  position. 
Each  level  of  command,  down  to  installation  level,  and  each  separate  or 
ganization,  should  have  an  information  manager  on  its  staff.  At  the  Major 
Command  (MACOM)  level  this  would  probably  be  a  Deputy  Chief  of  Staff  for 
Information  Management  (DCSIM);  at  an  installation  level,  a  Director  of 
Information  Management  (DOIM) ;  and,  in  a  small  field  operating  agency,  a 
part-time  information  manager.  The  U.S.  Army  Information  Systems  Command 
(USAISC)  is  the  "systems  manager"  and  supports  the  commander  whenever  and 
wherever  it  is  appropriate. 


2.6.1  ACSIM 


The  duties  and  responsibilities  of  the  Assistant  Chief  of  Staff  for 
Information  Management  include: 

Providing  guidance  and  exercising  staff  supervision  of 
the  Army  information  management  program,  organizations, 
and  systems  worldwide  (This  includes  policies,  pro¬ 
grams,  plans,  architecture,  standards,  structure,  and 
resources . ) ; 

Serving  as  proponent  for,  and  directing  the  development 
and  preparation  of,  specific  regulations;  and 
implementing  information  management  policies,  including 
Federal  Information  Programs; 

Developing  and  enforcing  information  management  standards; 

Establishing  and  maintaining  the  Army  Information  Architecture; 

Acting  upon  recommended  changes  to  information  architectures  and 
standards ; 

Developing  and  approving  the  Army  INMP  based  upon  MACOM  and  ARSTAF 
IMP  submissions; 

Coordinating  the  IhWP  with  appropriate  MACOM  and  ARSTAF  to  insure 
that  systems  meet  validated  needs; 
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Performing  periodic  reviews  of  the  Army  IW,  its  goals,  and  its 
implementation  to  assure  that  it  meets  the  Army’s  needs,  is 
expeditious,  and  contains  no  unnecessary  delays,  steps, 
processes,  or  paperwork; 

Assigning  responsibility  for  managing  the  acquisition, 
development,  operation  and  maintenance,  modification,  and 
replacement  of  information  systems. 


2.6.2  USAISC 


The  duties  and  responsibilities  of  the  U.  S.  Army  Information  Systems 
Command  include: 

Acquiring  standard  items  of  information  technology  (less  audio 
visual)  and  establishing  requirement-type  contracts  for  ure  by 
Army  organizations; 

Developing,  selecting,  and  executing  acquisition  strategies  for 
assigned  information  systems; 

Developing,  recommending,  and  enforcing  technical  standards  for 
information  systems  (less  audiovisual); 

Planning,  developing,  acquiring,  deploying,  operating,  main¬ 
taining,  modifying,  disposing  of,  and  replacing  each  Standard 
Army  Multicommand  Management  Information  System  (STAfftlS)  in 
support  of  the  functional  proponent; 

Providing  users  at  all  levels  with  necessary  technical  support, 
assistance,  and  advice; 

Supporting  combat  and  material  developers  and  life  cycle  managers 
of  information  systems. 


2.6.3  MACOMS,  O&M  Commands,  and  Other  Major  Field  Activities 


Each  of  these  organizations  has  responsibility  for  information 
management  including: 

Conducting  and  maintaining  the  organization  ISP,  formal  infor¬ 
mation  studies,  mission  analysis,  and  information  analysis  to 
determine  information  requirements  and  developing  the  organiz 
at  ion  information  model; 

Establishing  information  goals  and  objectives  for  the  command: 

Establishing  the  organization  information  architecture  in  con 
formance  with  ACSIM  guidance  and  the  Army  Information 
Architecture; 


Managing  the  organization  information  management  program  and 
establishing  organization  priorities  for  information  initiatives; 

Developing  and  submitting  the  organization  IMP; 

Programming  and  budgeting  resources  for  the  organization  portion 
of  the  approved  Army  INMP  through  the  PPBES; 

Executing  the  organization’s  assigned  portion  of  the  approved  Armv 
IM4P; 

Managing  the  development,  operation,  and  maintenance  of  assigned 
information  systems; 

Providing  information  management  planning  guidance  to  subordinate 
commands  and  activities; 

Evaluating  information  requirements  of  the  subordinate  commands 
and  activities,  including  those  which  are  tenants  on  other  MACOM 
installations ; 

Including,  levels  of  information  support  to  be  provided  by  the 
installation  commander  in  host/tenant  agreements; 

Establishing  an  information  manager  with  staff  responsibility  for 
supervision  of  the  information  mission  area  activities  within  the 
organization; 

Establishing  the  DCSIM  (or  D01M')  as  the  commander  or  director  of 
the  supporting  USAISC  activity. 

The  organization  information  manager  may  be  known  as  the  Deputy  Chief 
of  Staff  for  Information  Management  (DCSIM)  at  the  MACOM  level,  the 
Director  of  Information  Management  (DOIM)  at  the  installation  level,  or 
information  manager  at  the  tenant,  satellite,  or  regional  support  activity 
level.  The  duties  and  responsibilities  of  the  information  manager  include: 

Staff  supervision  of  the  organization  mission  area; 

Integrating,  coordinating,  planning,  and  programming  the  organ 
ization’s  information  requirements  to  develop  and  maintain  the 
organization’s  information  architecture  and  IMP; 

Advising  and  assisting  users  in  the  technical  and  managerial 
aspects  of  the  requirements  determination,  documentation  and 
justification  process; 

Providing  information  support  and  services; 

Directing  the  implementation  of  the  organization’s  portion  of  the 
approved  Army  INWP; 

Assisting  subordinate  commanders  in  determining  information 
requirements . 


CHAPTER  3.0 


INFORMATION  CENTER  CONCEPT 


With  the  great  influx  of  computer  power  into  the  workplace,  comes  the 
problem  of  how  to  support  the  users  of  this  newly-found  power.  The  IC  can 
provide  a  means  of  helping  the  users  through  a  single  point  of  contact.  It 
can  also  provide  management  with  a  strategy  to  deal  with  the  problems  of 
planning,  controlling,  and  serving  microcomputer  assets. 

The  IC  concept  is  the  solution  of  preference  for  providing  end  users 
with  the  skills  and  support  essential  to  long  term  success.  This  concept 
is  proving  successful  in  industry  and  many  government  agencies,  and  is 
currently  in  throughout  the  Army. 

Because  ICs  are  designed  for  specific  organizations,  IC  mission  state 
ments  vary  widely.  Two  themes  are  common  to  most  IC  mission  statements: 

(1)  making  technology  available  to  the  user;  and  (2)  promoting  user  self- 
sufficiency,  providing  assistance  as  needed.  The  following  are  mission 
statements  from  government  and  industry  ICs: 

To  increase  awareness  of  how  small  computer  technology  can 
enhance  productivity; 

To  promote  greater  self-sufficiency  of  users  in  the  evaluation 
and  application  of  computers; 

To  facilitate  department -wide  information  and  resource  sharing; 

To  educate  users  in  how  to  do  their  own  work  for  some  of  their 
data  processing  requirements  and  to  facilitate  their  direct 
access  to  data  processing  tools; 

To  provide  tools  and  techniques  that  allow  users  to  retrieve, 
analyze,  manipulate,  and  present  their  data  and  text  more 
effectively . 

The  U.S.  Army  Military  Personnel  Center  (MILPERCEN'l  IC  gives  the 
following  mission  statement  in  its  brochure: 

To  help  end  users  acquire  access  to  the  computer  system 
by  guiding  them  through  registration  procedures.  To  train 
the  user  in  the  use  of  automation  products  designed  for 
independent  information  processing.  To  provide  a  place  and 
to  furnish  ADP  products  for  users  to  work  with  under  the 
guidance  of  trained  consultants.  To  help  users  get  answers 
to  their  questions  and  solutions  for  their  problems  by 
adopting  their  concerns  as  the  Information  Center’s 
concerns.  To  provide  a  convenient  interface  between 
vendors  and  users  for  the  showing  and  testing  of  ADP 
products.  To  publish  and  distribute  information  of 
interest  to  the  ADP  end  user. 


Section  4.3  of  this  guide  discusses  in-depth  how  to  establish  mission, 
goals,  and  objectives  for  the  IC.  Additional  examples  from  Army  sites  are 
also  given. 


3.1  DEFINITION, AND  OBJECTIVE_OF  AN  INFORMATION  CENTER 


ICs  provide  services  which  enable  non- techni cal  personnel  to  become 
self-sufficient  and  productive  in  the  use  of  technology.  The  user's  goal 
is  not  necessarily  to  acquire  technical  skills,  but  to  be  able  to  use  a 
computer  as  a  tool  to  accomplish  his  work  more  quickly,  efficiently, 
cheaply,  and  with  greater  control  of  the  end  product. 

ICs  have  currently  been  established  in  the  Army  to  provide  expert 
service  to  all  users  of  microcomputers  on  a  post,  camp,  base,  or  station. 
Many  are  providing  mini,  mainframe,  and  communications  assistance  as  well. 
Ultimately  Army  ICs  will  include  all  of  the  IMA  technologies,  including: 
audiovisual  automation,  communications,  automation  (including  office  auto 
mat  ion),  records  management,  and  printing  and  publications.  This  guide 
focuses  on  ICs  providing  microcomputer  support. 


3.1.1  Definit ion 


The  IC  is  an  information,  consulting,  and  education  service  providing 
tools  and  techniques  that  allow  users  to  retrieve,  analyze,  manipulate,  and 
present  their  data  more  effectively  without  being  required  to  become  com¬ 
puter  experts.  The  IC  staff  will  both  assist  and  teach  the  user  to  satisfy 
many  of  his  information  needs  himself.  The  IC  also  assists  the  end  user  in 
recognizing  his  acquisition  needs,  properly  specifying  them,  and  acceler¬ 
ating  the  acquisition  process. 


3.1.2  Objective 


The  IC  promotes  self-sufficiency  and  productivity  of  end  users  through 
the  services  it  provides.  These  services  are  described  in  more  detail  in 
Section  4.4  and  include: 

Applications  consultation: 

Training; 

General  support; 

Change  agent. 

The  IC  provides  end  users  with  the  right  products  (tools)  to  access 
data  on  their  own  terms.  One  way  to  do  this  is  through  consultation.  The 
term  consultation  covers  such  activities  as  answering  specific  questions  on 
hardware,  software,  and  education,  as  well  as  providing  product  selection 
assistance  and  demonstrations. 


The  IC  provides  training  opportunities  to  teach  the  end  user  how  to 
employ  hardware  and  software  effectively.  The  Center  nay  also  offer  gen¬ 
eral  computer  literacy  training  and  teach  users  how  to  access  aainframe 
data  bases.  Training  may  include  both  formal  and  self-administered 
courses,  exercises,  or  projects  to  be  performed  using  the  selected  product. 

General  support  activities  facilitate  the  IC's  ability  to  respond  to 
the  broad  spectrum  of  requests  for  assistance  made  by  users.  Under  general 
support,  the  IC  provides  assistance  in  the  acquisition  of  hardware,  soft¬ 
ware,  and  general  supplies;  a  library  of  software;  hotline  support;  and 
problem  resolution. 

As  an  agent  of  change,  the  IC  provides  a  means  of  introducing  new 
technology  and  methods  into  the  workplace.  This  ensures  that  state-of-the- 
art  technology  is  effectively  being  introduced  into  the  organization. 

3 . 2  BENEFITS_OF_AN_INFORMATION_CENTER 

The  entire  organization  benefits  through  the  use  of  the  IC;  that  is, 
the  use  of  the  IC  maximizes  the  use  of  scarce  and  valuable  resources  in  an 
effective  and  productive  manner. 


3.2.1  End  User  Benefits 


Given  the  skills  provided  by  the  IC,  end  users  can  apply  available 
technology  to  increase  job  productivity.  Routine  tasks  can  be  automated, 
information  processed  efficiently,  and  the  results  effectively  utilized  in 
the  decision  making  process.  Enduser  benefits  include: 

Single  point  of  contact  for  technical  support; 

Improved  productivity; 

More  timely  information; 

Improved  accessibility  to  command  data; 

Improved  responsiveness  to  needs. 

Because  the  IC  offers  integrated  technical  support,  the  end  user  can 
contact  a  single  source  regardless  of  whether  he  needs  to  learn  a  new 
software  package,  is  planning  a  hardware  acquisition,  or  needs  consultation 
on  a  specific  application.  Additional  advantages  of  the  single  point  of 
contact  are  as  follows: 

Reduces  the  time  spent  searching  for  the  right  person  to  answer 

questions  concerning  hardware  or  software; 

Provides  the  "same"  person  to  talk  to  so  that  the  problem  does 

not  need  to  be  re-explained  each  time  a  call  is  made; 


Promotes  positive  relationship  between  IC  staff  and  user  making 
the  IC  a  non-threatening  place  to  go/call. 

Microcomputer  technology  enables  end  users  to  automate  many  routine 
tasks  that,  because  of  their  small  nature,  would  never  have  been  submitted 
to  the  data  processing  department.  Examples  of  such  tasks  might  include 
personnel  rosters,  meeting  agendas,  schedules,  and  executive  calendars. 

User  productivity  is  increased  when  labor  intensive  tasks  such  as  word 
processing  for  example,  are  reduced.  Most  documents  go  through  several 
drafts.  If  the  first  draft  is  typed,  or  better  yet,  composed  on  a  word 
processor,  then  succeeding  drafts  do  not  have  to  be  retyped.  Corrections, 
changes,  and  movement  of  paragraphs  can  be  accomplished  on  the  word  pro¬ 
cessor,  resulting  in  considerable  time  savings.  Most  tasks  that  are  per 
formed  routinely  can  be  accomplished  more  efficiently  if  automated,  such  as 
periodic  reports,  inventories,  and  budgets.  Improved  quality  is  often 
associated  with  increased  productivity.  Because  a  document  is  typed  only 
once,  for  example,  less  time  and  effort  is  spent  in  redraft  and  correction 
of  careless  mistakes. 

As  repetitive  tasks  are  eliminated,  the  user  has  the  opportunity  to 
handle  more  activities.  Consequently,  the  user  often  finds  the  increased 
variety  and  challenge  in  his  work  gratifying.  Heightened  productivity  may 
result  from  this  satisfaction. 

Using  computers  improves  the  quality  of  decision  making  in  two  ways: 
first,  the  quantity  and  currency  of  the  data  is  increased;  and  second,  the 
ability  to  create  various  simulations  is  possible.  When  more  data  is 
available  more  quickly,  the  user  has  more  information  on  which  to  base  a 
decision.  Where  procedures  are  in  place  to  validate  the  accuracy  of  the 
information,  there  is  no  need  to  correct  the  effects  of  an  invalid  de 
cision.  The  increased  ability  to  test  alternative  solutions  with  the  use  of 
the  computer  enhances  the  problem  solving  process.  Better  decisions  re¬ 
sult.  With  the  computer,  the  user  can  ask  a  series  of  "what  if"  questions 
and  compare  the  outcomes;  for  example,  the  user  could  examine  how  the 
costs  of  different  grades  of  paper  would  impact  the  total  budget  of  a 
newsletter  over  a  given  period  of  time.  In  this  kind  of  analysis  the 
computer  becomes  an  intelligent  assistant. 

The  IC  provides  improved  responsiveness  to  user  information  needs 
where  users  are  provided  mainframe  access  through  their  microcomputers: 
elimination  of  time  usually  spent  filling  out  computer  keypunch  forms; 
reduction  of  the  filing  and  maintenance  time  associated  with  voluminous 
computer  listings:  and  shortening  the  non-productive  time  spent  waiting  for 
reports  that  are  required  for  decision  making  to  be  processed  and  printed. 

Several  factors  contribute  to  the  ability  to  get  information  in  a  more 
t imely  way: 

Elimination  of  manual  systems  for  augmenting  machine  data 
Access  to  data  at  the  time  it  is  needed; 

Reduction  of  time  spent  searching  through  voluminous  computer 
listings  to  locate  specific  or  limited  amounts  of  data. 


The  IC  offers  the  opportunity  for  users  to  get  improved  access  to 
cosand  data.  In  order  for  this  to  be  feasible,  interactive  query  nay  need 
to  be  added  to  already  existing  batch  applications.  Security  controls  will 
also  need  to  be  considered.  With  access  to  command  data  departmental  data, 
currently  maintained  manually,  may  be  automated.  With  improved  access, 
less  time  is  spent  waiting  for  special  updates  during  the  intervals  between 
regularly  scheduled  report  dates. 

The  IC  supports  end  users  with  the  tools  and  expertise  required  for 
faster  implementation  of  already  defined  applications.  The  IC  also  pro¬ 
vides  improved  responsiveness  to  departmental  needs  because  of  its  abilitv 
to  answer  ad  hoc  questions  on  demand. 

3.2.2  Management  Benefits 

Management  realizes  benefits  gained  through  the  reduction  of  wait  time 
for  information  necessary  in  decision  making,  being  able  to  perform  ad  hoc 
queries,  and  getting  responses  using  current  data: 

Improved  currency  and  timeliness  of  information; 

Rapid  application  development; 

Earlier  application  payback; 

Cost  containment. 

In  an  environment  where  the  pressure  for  time  and  data  is  great,  the 
benefit  of  end  user  computing  is  the  reduction  in  the  wait  time  for  the 
information  required  in  management  decision  making. 

Enduser  computing  tools  enable  automated  command  databases  to  be 
updated  easily.  As  a  result,  they  can  be  updated  more  quickly  and  more 
often.  The  data  available  to  decision  makers  is  therefore  more  current  and 
is  available  on  an  ad  hoc  basis. 

Through  the  assistance  and  end  user  tools  available  in  the  1C,  small 
applications  can  be  developed  more  quickly  reducing  the  time  management 
must  spend  in  planning  and  coordinating  new  application  development. 

Earlier  payback  can  be  gained  by  improving  the  information  upon  which 
decisions  are  made  and  by  reducing  the  direct  expense  for  outside  program 
ming  services  and  management  time  devoted  to  contracting  for  these 
services. 

One  of  the  potential  benefits  of  the  IC  is  in  the  reduction  of  instal 
lation  hardware  and  software  costs.  This  is  because  the  IC  provides  re 
sources  to  increase  the  effectiveness  of  decision  making  about  these  pro¬ 
ducts.  In  other  words,  fewer  inappropriate  products  will  be  purchased,  and 
some  cost  containment  would  be  achieved  through  the  control  of  products 
purchased  to  insure  compatibility.  This  same  benefit  can  be  achieved 
through  the  use  of  the  standard  Army  contracts  for  microcomputers. 


In  addition,  with  end  users  satisfying  a  greater  portion  of  their 
information  needs,  there  may  be  a  reduction  in  the  use  of  the  data  pro¬ 
cessing  department  and  a  corresponding  reduction  in  data  processing 
charges . 

3.2.3  dp  pepartment_Benef i t s 

The  IC  does  not  replace  the  traditional  data  processing  department  i' 
expands  it.  Without  an  IC,  there  will  continue  to  be  a  need  for  the 
traditional  systems  approach.  The  result  of  end  user  computing  is  often  a 
new  appreciation  and  respect  for  the  role  and  contribution  of  the  DP.  When 
end  users  become  computer  literate,  they  are  better  able  to  communicate 
their  needs  and  to  appreciate  the  capabilities  of  computers  when  they  do 
require  applications  development. 

In  many  organizations,  the  average  end  user  may  have  very  little  access 
to,  and  even  less  knowledge  of,  the  data  processing  facilities  that  are 
available.  Therefore,  an  entirely  new  resource  is  made  available  to  that 
end  user. 

Applications  development  backlogs  and  communication  difficulties  with 
non-technical  personnel  contribute  to  the  negative  reputations  held  by  mam 
data  processing  departments.  Data  processing  departments  reap  several 
benefits  with  the  addition  of  an  IC.  Because  ICs  are  service  oriented, 
they  demonstrate  DP's  enhanced  responsiveness  to  the  requirements  of  users. 
The  DP  image  also  improves  because  users  begin  to  see  it  as  helpful  rather 
than  obstructive. 

With  end  users  taking  responsibilitv  for  more  of  the  smaller  computing 
tasks,  the  data  processing  department  can  focus  more  attention  on  larger 
systems  development  projects. 

3.3  CRITICAL  SUCCESS  FACTORS  FOR  AN  IC 


The  use  of  Critical  Success  Factors  (CSFs)  has  become  a  popular  ap¬ 
proach  for  identifying  activities  required  for  success.  CSFs  have  been 
defined  as  the  areas  in  which  results,  if  they  are  satisfactory,  will 
ensure  successful  performance  for  the  organization.  The  important  factor 
is  the  anticipated  results  of  allocating  resources  to  achieve  the  success 
factor,  not  the  selected  activities.  Many  managers  select  CSFs  based  on 
their  "perceived"  objectives.  Review  of  the  set  of  factors  with  upper 
management  is  an  important  part  of  the  process  of  identifying  CSFs.  Com 
municating  CSFs,  both  upward  and  downward,  proves  to  be  informative  and 
also  provides  an  opportunity  for  acceptance  or  modification.  Discussions 
of  modifications  often  create  a  new  and  significant  interplay  between 
different  levels  of  management.  When  upper  management  accepts  the  CSFs, 
the  organization  is  then  directed  to  perform  activities  and  allocate  re 
sources  in  accordance  with  the  relative  priorities  established  for  these 
CSFs.  Studies  of  information  systems,  end  user  services,  and  IC  like 
organizations  have  found  sever,  common  CSFs  for  IC  managers: 


Service  management; 


Application  directions  and  strategies; 
Enduser  and  personal  computer  strategies; 
Information  and  asset  protection; 
Personnel  development  and  management; 
Contribution  to  the  organization. 


3.3.1  CSr _Number_l j;Pl anning 


Planning  is  the  first  and  foremost  CSF  for  the  information  service 
organization.  The  development  of  long-range  goals  and  objectives,  based 
upon  the  mission,  goals,  and  objectives  of  the  parent  organization,  ensures 
management  commitment  for  resources.  Questions  that  should  be  answered 
during  the  planning  process  include: 

What  are  your  organization's  information  needs  likely  to  be  next 

year0 

What  are  your  organization's  future  hardware  and  software  needs0 

What  kinds  of  benefits  will  the  IC's  activities  realize  for  the 

organi zat ion° 

Planning  moves  from  the  general  to  the  specific.  It  requires  develop 
ment  of  a  strategy,  organization  of  tactics,  creation  of  a  budget,  and 
allocation  of  budgeted  resources  accordingly.  It  means  establishing  stan 
dards  so  that  equipment  and  software  are  not  acquired  haphazardly,  even  if 
the  IC  is  not  in  the  position  to  control  the  acquisition  of  the  equipment 
and  software. 

The  development  of  a  strong  support  organization  for  new  end  user 
computing  functions  and  delivery  systems  should  be  a  part  of  every  plan. 

The  structure  should  reflect  the  organization's  philosophy  and  also  provide 
for  the  proliferation  of  multiple  information  types  throughout  the  organi¬ 
zation.  The  cultural  changes  that  are  occurring — and  will  continue  to 
occur — in  every  organization  will  be  vastly  different  from  those  of  the 
past.  The  successful  facilitator  of  information  technology'  growth  will 
provide  for  strong  client  support,  quality  services,  and  regular  communica 
tions  of  results  to  executive  management. 

Develop  a  plan  that  considers  or  forecasts  the  direction  of  the  organ 
ization,  and  place  the  information  delivery  function  in  a  strategic  pos 1 
tion.  This  will  help  win  senior  management  commitment  and  will  develop  the 
service  functions  into  meaningful  responsibilities  for  both  DP  and  the  IC. 
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3.3.2  CSF  Number  2 — Service  Management 


Successful  ICs  translate  their  objectives  directly  into  quality  ser¬ 
vice  for  the  end  user  clients.  No  business  survives  unless  its  customers 
are  satisfied:  successful  ICs  maintain  a  high  level  of  end  user  satis¬ 
faction.  Speed  'rapid  response  time  and  turnaround)  is  one  component  of 
high  end  user  satisfaction.  But  end  users  want  quality  and  usability  in 
addition  to  speed,  and  the  IC  must  balance  quality  and  speed.  The  sue 
cessful  ICs  seek  new  opportunities  to  "create”  success  within  their  user 
organizations.  Managing  user  expectations  provides  a  clearer  understanding 
of  satisfactory  performance  and  the  continuation  of  positive  inter-depart 
mental  relationships. 

The  highly  successful  ICs  provide  the  users  with  a  single  point  of 
contact  for  resolution  of  informs  ion  management  problems.  The  IC  should 
position  itself  between  the  users  and  both  DP  and  the  vendors.  This  ap 
proach  keeps  the  IC  in  close  touch  with  the  users  and  makes  the  support 
provided  more  responsive. 

When  planning  for  users'  services,  the  IC  should  anticipate  the  need 
to  support  communications  and  distributed  systems.  The  successful  IC  will 
anticipate  the  need  of  a  new  service,  and  plan  a  strategy  for  responding  to 
the  need  before  the  users  realize  they  need  such  a  service.  When  users 
receive  new  easy-to-use  tools  and  assistance  in  finding  sophisticated  ways 
to  accomplish  their  objectives,  the  users  realize  the  value  of  their  IC. 


3 . 3 . 3  CSF_Number_3_;Agpli_cation_I)i reef  ions_and_St rat  egies 


Part  of  the  role  of  the  IC  is  to  assess  user  application  requirements 
and  assist  users  in  determining  the  best  resource  to  fulfill  their  need. 
Strategies  for  software  creation  or  acquisition  should  include  criteria  for 
ease  of  use.  Other  things  being  equal,  simple  applications  are  easiest  to 
use  and  easiest  to  modify.  This  enables  the  IC  and  the  end  users  to 
respond  quickly  to  changing  conditions. 

But  more  is  required  from  the  1C  than  just  application  selection  or 
software  delivery.  The  decision  process  needs  to  include  the  direction  for 
multiple  information  types  with  integration  of  software,  communications, 
and  data  distribution  plans.  Direction  should  be  set  for  new  office  ap¬ 
plications,  electronic  mail,  specialized  printing,  database  creation,  and 
telephony  (voice)  applications.  A  rationale,  or  set  of  guidelines,  is 
needed  for  application  directions  and  date  distribution.  Users  need  lead 
ership  for  innovative  use  of  new  technology. 


2  2  1  CSF  Number_4_-EndUser_and_Personal_Comput  ing_St.rategies 

Planning  for  microcomputing  strategies  is  more  than  just  planning  for 
the  hardware.  It  also  includes  determining  the  direction  for  use  of  Intel 
1 igence  people  intelligence  and  workstation  intelligence.  Discussions 
with  users  and  managers  reveal  that  the  placement  of  computer  workstations 
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in  front  of  professionals  provides  far  greater  benefits  than  those  enumer 
ated  in  the  initial  justification.  In  other  words,  users  find  more  uses 
for  the  computer  than  they  originally  expected.  Often  a  standalone  micro 
is  expected  to  fulfill  the  user's  needs,  but  experience  shows  that  soon 
manv  users  want  to  connect  their  machines  to  other  computers.  Strategies 
should  include  priorities  of  when  and  how  end  users  will  be  connected  to 
other  microcomputers,  the  communications  gateway,  or  the  central  main 
frames.  The  use  of  work  groups  or  departmental  computers  can  ease  the 
workload  burden  on  the  mainframe,  the  communications  network,  software, 
workstations,  and  personnel.  The  most  successful  ICs  establish  standards 
and  guidelines  for  information  and  data  access  that  incorporate  generally 
accepted  principles. 

As  an  organization  uses  new  technologies,  the  learning  curve  becomes 
less  of  a  challenge  for  those  users  with  previous  experience.  Experienced 
users  want  more  specialized  technology  as  they  become  more  sophisticated 
and  knowledgeable  about  the  capabilities  of  the  technology.  Personal 
computing  strategies  should  anticipate  this  challenge  and  address  it  before 
users  begin  to  demand  individualized  applications  and  hardware. 


3.3.5  CSF  Number  5~-Informat ion  and  Asset  Protection 


There  is  more  to  microcomputing  strategy  than  knowing  how  to  make  use 
of  the  machines.  Given  the  current  state  of  the  technology  it  is  virtually 
impossible  to  protect  data  and  software  through  system  design  alone.  The 
end  users  must  understand  their  responsibilities  in  information  processing. 
Just  because  a  new  machine  makes  it  possible  for  them  to  access  protected 
data  or  copy  software,  it  does  not  mean  that  they  cam  do  it  with  impunity. 
The  IC  manager  must  encourage  the  end  users  to  conform  to  the  requirements 
for  security  and  privacy.  User  management  also  has  a  responsibility  in 
ensuring  that  these  requirements  are  followed.  Diskettes,  programs,  soft¬ 
ware  guides,  and  printed  output  must  all  adhere  to  the  established  guide¬ 
lines  for  the  handling  of  classified  and  private  data. 

Information  and  asset  protection  goes  beyond  rights  and  responsi¬ 
bilities.  It  requires  a  data  security  analysis,  contingency  planning,  and 
procedures  for  back-up  and  recovery.  Data  and  programs  must  be  protected 
agair.st  natural  catastrophes  and  system  failures  as  well  as  human  alter¬ 
ation.  The  users  must  also  be  educated  in  how  to  protect  themselves.  ICs 
should  implement  data  security  standards,  system  security  planning,  and 
disaster  recovery  plans  and  techniques  and  ensure  that  the  user  community 
is  knowledgeable  of  them. 


3.3.6  CSF_Number_6“IC_Personnel_Deyel  opment_and_Management 


The  IC  is  only  as  effective  as  the  people  in  it.  Many  successful  ICs 
select  their  staff  on  the  basis  of  their  "people  skills."  Product  and 
systems  knowledge  is  important  but,  unless  the  IC  staff  can  coBnunicate 
that  knowledge  to  the  user,  the  knowledge  is  useless.  Using  the  skills  of 
small  group  interaction,  negotiating,  resolving  conflicts,  maintaining 
rapport,  overcoming  opposition,  gaining  acceptance,  and  influencing 
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decisions  become  powerful  techniques  for  interacting  with  varied  users,  and 
higher  levels  of  management  as  well. 

Developing  good  staff  is  not  enough,  however.  The  IC  must  create 
meaningful  career  opportunities  for  the  staff  in  order  to  retain  them. 

Most  successful  IC  managers  establish  staff  training  as  a  high  priority  and 
do  everything  possible  to  ensure  that  their  people  have  premising  futures 
with  the  organization.  They,  the  IC  managers,  must  also  be  ever  alert  for 
opportunities  to  cross-train  their  staff  with  both  DP  and  the  user 
commun i ty . 


3.3.7  CSF_Number_7-- IC^s_Cont ribut ion_t o_the_Organi zat ion 

The  seventh  CSF  is  the  IC's  contribution  to  the  organization.  The 
most  effective  ICs  are  a  fundamental  part  of  the  organization's  overall 
strategy.  They  provide  services  that  the  organization  feels  are  central  to 
it's  mission.  The  1C  can  make  sure  it  is  contributing  to  the  organization 
by  planning,  providing  services,  creating  and  implementing  application 
strategies,  developing  and  following  strategies  for  microcomputing,  en¬ 
suring  information  and  asset  protection,  and  effectively  managing  and 
developing  people. 

The  successful  IC  manager,  in  addition  to  all  of  the  above,  seizes 
every  opportunity  to  make  executive  management  aware  of  the  IC's  contrib¬ 
ution  to  the  goals  and  objectives  of  the  organization.  The  IC  manager  must 
constantly  strive  to  obtain  user  commitment  to  make  management  present¬ 
ations  on  applications  developed  with  the  IC's  assistance,  detailing  the 
benefits  achieved. 


3.4  PITFALLS  OF  AN  INFORMATION  CENTER 


The  satisfactory  performance  in  the  CSF  areas  ensures  success.  In 
addition,  significant  problems,  or  pitfalls  have  been  identified  by  gov¬ 
ernment  and  industry  ICs  that  have  interfered  with  their  ability  to  achieve 
success.  In  some  cases  the  problems  were  severe  enough  to  lead  to  the 
failure  of  the  IC. 


3.4.1  Pi t fal i_Nuraber_l--Fai lure_to_Organi ze_and_Manage_the_IC_as_a 
Business  Within  a  Business 


The  IC  must  be  organized  and  operated  according  to  sound  business 
principles,  including  performing  the  following  basic  business  functions: 

Planning — selecting  objectives,  policies,  programs,  and 
procedures  (This  must  be  a  continuing  process,  looking  ahead  and 
ensuring  that  the  IC  has  the  capability  to  respond  to  the  users' 
needs . ) ; 


Organizing — establishing  the  work  to  be  done  and  determining  the 
relationships  between  tasks  required  to  achieve  objectives, 
assigning  activities,  and  delegating  responsibility: 

Staffing--select ing  and  training  people  to  fill  available 
positions:  securing  competent  talent  to  perform  necessary  tasks 
for  which  positions  are  not  available; 

Market ing--promot ing  the  objectives  of  the  organization  as  a 
whole;  ensuring  flexibility  and  adaptability; 

Evaluat ion--determining  whether  or  not  objectives  are  being 
achieved  and  taking  corrective  action  if  they  are  not. 


Pitfall  Number  2  —  Failure  to  Understand  the  Real  Cost  of  End- 


L§§E_£omput ing 

A  solution  is  to  develop  a  simple,  informative  method  of  tracking  tru< 
end-user  computing  costs  and  keeping  track  of: 

Equipment; 

Software; 

Connect  time; 

Training  (time  and  dollars'!; 

Consulting  and  guidance; 

On  going  support; 

Timesharing; 

Networking; 

User  productivity  (increases  and  predictable  decreases!; 
Reference  materials; 

IC  staff  product ivity; 

DP  staff  productivity. 

These  end  user  computing  costs  should  be  reported  on  a  recurring 
basis  to: 

User  management ; 

Top  management ; 

DP  management : 

IC  management . 


3.4.3  fitfall_Number_3--Inaccurate_ynderstanding_of_the_Rqles 

?Qd_B§§P2D§ikiiiii®§_2f_ib?_IQ_^Y_0ther_DP_Areas 

The  problem  can  be  reduced  by  opening  the  lines  of  communication  to 
DP  and  clarifying  interfaces  and  responsibilities.  The  following  issues 
must  be  resolved  between  the  IC  and  DP: 

Which  responsibilities  and  functions  has  the  1C  taken  from  som< 
other  area-7 

Which  functions  does  the  IC  share  with  some  other  area'’  How  car: 
these  responsibilities  be  clearly  defined? 

What  resources,  needed  by  the  IC  or  its  customers,  are  under  the 
control  of  some  other  area0 

What  political  problems  exist  between  the  IC  and  some  other  area" 

What  people  and  knowledge  resources  might  the  IC  borrow  from  some 
other  area0 

How  might  the  IC  help  some  other  area? 

Among  the  ways  the  communication  gap  between  IC  and  DP  may  be  bridged 

are' 

Regular  routine  information  exchanges: 

Using  other  DP  personnel  as  guest  speakers  at  user  group 
meetings  or  as  guest  lecturers  in  training  sessions: 

Making  DP  personnel  satisfied  customers. 

As  an  example,  Fort  Hood  is  planning  an  Information  Management  Council 
which  would  bring  together  on  a  regular  basis  tactical  unit  information 
managers  with  the  DOIM  and  staff. 

3.4.4  Pi t fal l_Number_4--Lack_of_Market ing_St rategies_and_Plans 

The  IC  must  plan  and  implement  targeted  promotions  in  order  to  reduce 
the  magnitude  of  this  problem.  The  concerns  to  be  addressed  include  the 
fol lowing: 

Make  marketing  someone's  responsibility: 

Set  specific  goals  and  objectives: 

Ha\>  a  contingency  plan. 

The  elements  of  a  marketing  strategy  include  defining  the  potential 
targets,  the  products  to  he  advertised,  the  location  of  the  products  an* 


demos,  and  expected  costs  (if  any).  Promotions  can  include  such  things  as 
personal  selling  to  management  and  user  staff,  using  various  publications 
of  the  IC  and  installation,  and  presentations  at  user  meetings  of  various 
types.  An  in-depth  discussion  of  IC  marketing  is  found  in  Section  6.1. 


3.4.5  Pitfall  Number  5 — Failure  to  Operate  the  IC  as  a  Service 
organization 

This  problem  can  be  reduced  by  impl em'*rit  i ng  and  managing  the  IC  as  a 
service  organizat ion,  not  as  a  control  organization.  This  does  not  mean 
that  control  of  the  organization's  computing  resources  is  not  essential 
but,  rather,  that  the  IC  should  be  seen  as  a  friendly  source  of  aid,  not 
another  "big  brother"  watching  over  the  end- users.  Other  considerations 
inc 1 ude : 

Do  not  get  bogged  down  in  developing  applicat ions  for  the  users, 
thus  becoming  a  bypass  of  the  DP  organization  and  getting  into 
the  same  backlog  situation  as  DP; 

Do  not  promise  what  you  cannot  deliver; 

Remember  that  excellent  service  can  compensate  for  bad  products, 
but  nothing  makes  up  for  bad  service; 

Give  your  staff  customer  service  training. 

3.4.6  Pi  t  fal  l_Number_6_;-Lack_gf_Tgp_Management_Comin2tment 

Define  clear  and  measurable  objectives  accountable  to  top  management 
and  establish  procedures  for  reporting  progress  toward  achieving  those 
objectives  periodically.  Other  considerations  include: 

Management  will  not  support  what  it  does  not  understand  nor  what 
does  not  contribute  to  its  goals; 

Define  IC  goals  in  keeping  with  management's  goals  and  objectives 
and  be  responsive  to  the  command's  priorities; 

Determine  your  own  measures  of  success  and  get  management  to 
approve  them: 

Recognize  the  difference  between  management's  being  committed  and 
being  merely  involved. 


3.4.7  Pi t f§l l_Number_77-No t_Being_Successf yl _Enough_Fas t _Enough 


Insufficient  planning  and  preparation  have  caused  the  most  headaches 
for  the  IC.  Below  are  some  techniques  for  reducing  these  problems: 

Start  small  but  be  prepared  to  grow  rapidly.  Establish  plans  and 
procedures  to  control  the  growth: 

Deliver  what  you  promise,  and  do  it  well. 

The  pilot  project  must  be  successful  because  it  has  very  high 
visibility: 

Plan  ahead  to  be  able  to  provide  new  services  as  users  reach  new 
levels  of  computer  competence; 

Seek  innovative  means  of  increasing  the  capability  of  the  1C  to 
provide  user  training  to  the  greatest  number  of  users. 


3.4.8  L,itfa]l_Number_8_;ysers_Failure_to_ynderstand_the_Role_of_the_lC 


The  development  and  promulgation  of  a  comprehensive  User's  Manual  is 
essential  if  the  IC  is  not  to  encounter  user  expectations  that  are  not 
achievable.  This  manual  should  clearly  delineate  the  responsibilities  of 
the  IC  and  the  users.  To  be  truly  effective,  the  manual  should  be  spon 
sored  by,  and  approved  by,  a  person  or  group  which  is  perceived  as  acting 
impartially  in  the  interests  of  the  total  organization.  The  table  of 
contents  of  the  ADP  Information  Guide  developed  by  Fort  Hood  is  found  in 
Appendix  F. 

.Among  the  fallacies  encountered  in  IC  end-user  relations  are: 

The  IC  will  do  it  all: 

Dor ument at i on  is  not  necessary; 


Security  and  privacy  do  not  matter: 


CHAPTER  4.0 


PLANNING  PHASE 


This  chapter  describes  some  of  the  issues  which  must  be  addressed  when 
planning  a  microcomputer  IC.  It  also  presents  some  of  the  alternative 
means  that  have  been  taken  in  approaching  these  issues.  Examples  from  six 
Army  installations  are  included;  Fort  Stewart,  Georgia;  Fort  Monroe, 
Virginia;  White  Sands  Missile  Range,  New  Mexico;  Fort  Hood,  Texas;  Rock 
Island  Arsenal,  Illinois;  and  Fort  Ord,  California.  Information  was 
gathered  from  these  sites  as  part  of  a  project  to  determine  how  ICs  have 
been  implemented  in  the  Army.  Case  studies  summarizing  the  ICs  at  each 
site  are  found  in  Appendix  E.  Materials  developed  by  these  sites  are 
reprinted  in  Appendix  F. 

The  planning  process  should  be  a  participative  and  on-going  function 
carried  out  by  a  committee  composed  of  members  representing  the  various 
groups  likely  to  be  affected  by  the  decisions  made,  e.g.  users,  data 
processing,  and  management.  Such  groups  may  already  be  in  existence,  and 
bear  titles  such  as  Information  Management  Council,  or  Executive  Steering 
Committee.  The  end  product  of  the  planning  phase  should  be  a  strategic,  or 
operating  plan  which  recommends  the  policies  and  procedures  need  to  guide 
the  IC  through  its  implementation  and  on-going  operations  phases. 

The  planning  phase  builds  the  crucial  foundation  for  the  on-going 
operations  of  the  IC.  The  planning  phase  is  not  a  luxury;  it  is  a 
necessity.  Occasionally  an  IC  manager  learns  on  Friday  that  he  will  open 
an  IC  on  Monday.  In  that  scenario,  it  is  recommended  that  the  activities 
of  the  planning  phase  occur  concurrently  with  the  first  several  months  of 
the  IC’s  operation.  And,  if  possible,  the  IC  should  provide  support  on  a 
limited  basis  until  its  operating  plan  is  established.  The  phases  of  the 
planning  process  include: 

Complete  a  needs  assessment  and  analysis; 

Define  IC  mission,  goals,  and  objectives; 

Determine  organizational  interfaces; 

Decide  service  options; 

Develop  strategic  plan. 

The  importance  of  planning  is  also  presented  in  Section  3.3.1. 


4  . 1  C O^LETF._A_NEEDS_ASSESSMENT_AND_ANALYS I S^_THE_0RG ANIMATION 

In  order  to  provide  the  background  for  the  needs  assessment  and 
analysis,  an  over  view  of  the  organization  is  needed,  including  a  profile 
of  the  organization;  what  user  support  is  currently  offered  in  the 
organization;  what  the  managers  of  the  organization  expect  from  the  IC;  and 
the  existing  resources  and  contraints  within  the  organization. 
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4.1.1  Assess ing_Current_Status_of_the_Organizat.  ion 

A  profile  of  the  organization  should  contain  the  following  information 
and  documents: 

Installation  mission; 

Tenants  and/or  satellite  activities: 

Number  of  military  and  civilian  personnel; 

Information  Systems  Plan  (ISP); 

Information  Management  Plan  (IMP). 

As  stated  in  Section  3.3.7,  the  most  effective  ICs  are  a  fundamental 
part  of  the  organization’s  overall  strategy.  In  planning  for  the  IC,  the 
planning  team  must  position  the  IC  and  its  mission  in  line  with  the 
overall  purpose  of  the  organization.  In  order  to  effectively  plan  for  the 
IC,  the  staff  must  also  know  who  its  potential  users  are.  The  information 
contained  in  the  installation’s  ISP  and  IMP  will  provide  a  starting  point 
for  assessing  the  current  and  anticipated  status  of  information  systems  in 
the  installation  (Section  4.2). 


4.1.2  PurposeEnv i sioned_by_Management 

The  installation  management  may  have  specific  ideas  about  what  the  IC 
will  achieve;  some  possible  accomplishments  expected  of  the  IC  include: 

Improved  efficiency  and  effectiveness; 

Management  and  control  of  end  user  computing  efforts; 

Change  agent; 

Improved  image  of  DP; 

Reduce  DP  backlog. 

These  expectations  may  not  be  verbalized;  therefore  during  the  planning 
phase  the  IC  should  interview  installation  management  to  ascertain  the 
put  pose  that  managers  envision  for  the  IC.  If  the  IC  feels  that  management 
expectations  are  unrealistic,  then  clear  definition  of  the  mission  and 
goals  of  the  IC  are  an  especially  important  part  of  the  planning  process. 
Further  the  IC  may  need  to  provide  management  briefings  to  address  these 
concerns  directly.  Management  concerns,  and  management  benefits  are 
further  addressed  in  Sections  2.4,  3.2.2,  3.3.7,  3.4.G,  and  6.1. 


4.1.3  Ex ist ing_yser_Support_Services 


Interviews  with  the  installation  organizational  elements  will  provide 
information  about  existing  support  services,  in  order  to  prevent  any 
unnecessary  duplication  of  effort  in  the  IC.  The  planning  comrittee  should 
determine: 

Support  currently  offered  by  DP  to  end  users; 

Microcomputer  training  currently  available  via  CPO,  or  other 
groups; 

What  informal  mechanisms  of  support  are  in  use 
(e.g.  user  initiated  user  groups'). 

Potential  relationships  with  existing  support  providers  are  presented  in 
further  detail  in  Sections  4.4,  and  4.5.4. 


4.1.4  Exist ing_Resources_and_Const raints 

The  IC  should  enumerate  as  many  existing  resources  and  contraints  as 
possible  during  the  planning  phase,  including: 

Available  funds; 

Available  personnel; 

Available  equipment; 

Available  space. 

The  IC  is  primarily  an  "out-of-hide"  organization,  however  acknowledging 
the  given  resources  and  constraints  will  enable  the  IC  to  define  the  scope 
of  its  mission  and  activities  accordingly.  Strategies  for  staffing  are 
presented  in  Section  5.1,  sources  of  equipment  and  space  considerations  in 

Section  5.2. 

During  the  planning  process,  the  IC  may  want  to  address  ideas  about 
how  it  could  recover  part  or  all  of  its  operating  expenses.  The  ICs 
currently  operating  in  the  government,  are  funded,  generally,  as  part  of  an 
ISC  equivalent  (e.g.,  Office  of  Information  Resources  Management,  Division 
of  Automated  Information  Services,  Office  of  Data  Management  and  Tele¬ 
communications).  Under  this  model  the  services  of  the  IC  are  not  charged 
directly  to  the  user.  Typically,  this  arrangement  enables  users  to  take 
advantage  of  the  IC’s  services  with  a  minimum  of  paper  work.  The  IC  is 
responsible  for  tracking  how  the  IC  is  used  and  by  whom.  Before  the  Center 
opens,  the  IC  management  should  design  a  system  to  track  use  of  the  Center. 
This  data  should  be  regularly  reported  to  user  management,  to  maintain  the 
visibility  of  the  Center.  In  addition,  these  reports  will  provide  managers 
with  comparative  information  should  a  charge-back  system  be  put  in  place. 
ISC  funding  and  charge-back  for  services  provided  by  ISC  is  currently  under 
st  udy . 
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4.2  COMPLETE_A  NEEDS  ASSESSMENT  AND  ANALYSIS:  THE  NEED 


The  determination  of  the  needs  of  the  user  community  and  the  current 
capability  of  the  DP  installation  to  support  these  needs  are  vital  if  the 
IC  is  to  provide  the  types  of  services  that  meet  the  needs  of  its  users. 

It  is  imperative  that  both  user  and  DP  management  be  involved  in  this 
process  in  order  for  the  real  needs  of  the  organization  to  be  addressed. 
Although  the  primary  emphasis  of  this  analysis  (and  of  this  P&T  Guide'  is 
directed  toward  the  support  of  microcomputers  in  the  user  community,  the 
information  gathered  in  this  step  should  also  provide  indications  of  the 
future  directions  that  an  IC  must  take  in  order  to  continue  to  meet  the 
user  community’s  needs  and  of  the  impacts  of  end  user  computing  upon  the  DP 
instal lat ion. 

Assessing  the  current  status  of  the  organization  involves  the  determi 
nation  of  what  systems  currently  exist,  what  data  or  information  is  cur 
rently  available  within  these  systems,  and  what  the  users  perceive  as  major 
deficiencies  in  the  current  systems.  The  content  of  the  data  files  main 
tained  by  current  systems  and  the  capability  to  access/extract  data  from 
those  files  must  be  determined.  The  existence  and  status  of  a  command  data 
dictionary  must  also  be  determined.  The  existing  hardware,  software,  and 
data  in  use  on  the  installation,  and  those  that  have  been  planned  can  be 
summarized  in  a  table  format,  such  as  is  shown  in  Figure  4-1. 

The  report  of  the  command  ISP  study  can  provide  an  initial  overview  of 
the  current  state  of  the  organization.  The  architectures  and  matrices 
developed  by  the  ISP  provide  insight  into  the  information  needs  throughout 
the  command.  Problem  reports  and  analyses  indicate  the  user’s  perspective 
of  deficiencies  in  existing  systems  support. 


4.2.1  Ident i f icat ign_of_User_Types 

There  are  three  distinct  categories  of  potential  end  users  of  an  IC. 
They  are  management  users,  professional  users,  and  clerical  users.  Each  of 
them  has  differing  support  needs.  The  management  user’s  needs  are 
typically  categorized  as  decision  support  needs,  or  the  need  to  analyze 
alternative  solutions  to  a  problem  and  evaluate  "what  if"  situations.  The 
professional  user  is  mainly  concerned  with  performing  various  statistical 
analyses  in  connection  with  the  control  of  on-goi£&  daily  operations.  The 
clerical  user’s  main  needs  involve  the  need  to  mairage  the  creation, 
revision,  and  distribution  of  various  classes  of  documents.  In  order  to 
determine  the  types  of  hardware  and  software  support  required,  the  numbers 
of  each  category  of  user  and  his  primary  requirements  must  be  identified. 
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•  Exisliuy  &  Planned  Hardware,  Software,  &  Data 
Mainframe,  Mini,  or  Micro  Systems  (circle  one) 


EXISTING 


PLANNED 


DATA  OR 
INFORMATION 
AVAILABLE 
ON  SYSTEM 


SOFTWARE 
USED  CN 
SYSTEM 


In  addition  to  defining  the  classes  of  users,  the  current  degree  of 
"computer  expertise"  of  prospective  users  must  be  determined.  The  amount 
and  type  of  training  resources  required  will  vary  greatly  as  a  direct 
function  of  the  users’  different  levels  of  knowledge  and  expertise  in  the 
use  of  information  systems  and  tools.  The  successful  IC  will  need  to  be 
prepared  to  meet  these  varying  degrees  of  knowledge  and  expertise 
regardless  of  the  range  of  variance  encountered. 

4 . 2 . 2  t'ser_Needs_Survey 

A  thorough  preliminary  analysis  of  the  needs  of  potential  users  will 
provide  the  foundation  of  an  IC.  This  analysis  should  cover  the  informa¬ 
tion  requirements  of  the  users,  the  implied  data  access  requirements,  and 
the  computat lonal /manipulat ive  capabilities  necessary  to  support  these 
needs.  The  survey  should  cover  needs  to  support  the  user’s  day-to-day 
operations  in  addition  to  the  preparation  of  responses  to  one-time  queries 
It  should  identify  the  data  needed,  its  source,  where  it  is  stored,  and 
whether  it  is  used  by  other  departments.  The  survey  should  solicit  infor 
mat  ion  regarding  known  future  requirements,  such  as  new  or  modified  report 
ing  requirements.  A  more  detailed  sample  survey  questionnaire  is  given  in 
Appendix  D. 

4.2.3  Determining  Type  Of  Support  Needed 

The  analysis  of  the  users’  needs  defined  above  should  enable  identifi 
cation  of  software  and  hardware  that  will  adequately  support  those  needs. 
Analysis  of  the  user  needs  surveys,  plus  inputs  from  the  installation  IMP, 
can  provide  source  information  for  extraction  of  these  needs. 

4  2.4  Determining  Types  of  SoftwareSupport  Required 

Several  general  categories  of  software  may  be  required  by  potential 
users.  The  needs  may  exist  in  both  the  mainframe  and  microcomputer  con¬ 
texts.  The  real  difficulty  lies  in  finding  a  subset  of  the  myriad  of 
available  products  which  will  both  satisfy  users’  needs  and  coexist  as  a 
coherent  integrated  library  of  productivity  tools.  The  general  categories 
ar^  as  follows: 

Elect  ronic  mail; 

Document  preparation/word  processing; 

Document  storage  and  retrieval; 

Database  query; 

Electronic  spreadsheet; 

Planning/ forecast ing/besiness  model ing; 


Statistical  analysis; 


Report  writer; 
Training; 
Communicat ions. 


A  useful  means  of  displaying  the  results  of  the  analysis  is  the  crea 
t i on  of  a  matrix  with  generic  software  needs  along  one  axis  and  department 
identifiers  along  the  other.  Various  symbols  can  be  defined  to  indicate 
the  degree  of  need  for  a  type  of  software  by  a  given  department.  An  exam 
pie  of  the  matrix  is  shown  in -Figure  4-2.  Note  that  neither  the  list  of 
departments  nor  the  list  of  software  categories  is  complete. 


PER  JAG  LOG  COM  OPS  AG  ENG  IRM 


Electronic  mail 
Word  processing 
Document  handling 
Database  query 
Spreadsheet 
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4.2.5  Det ermining_TYpes_of_Hardware_Su2£ort_Reguired 


Hardware  support  requirements  can  be  segregated  into  three  generic 
cat  egor ies : 

Stand-alon<  microcomputers  with  or  without  an  internal  hard  disk. 

Multi-user  ucrocomputers  with  one  or  more  satellite  workstations. 

Micro- to  mainframe  links  for  either  of  the  above,  or  for  existing 

microcomputer  hardware. 

The  plan  should  indicate  the  numbers  of  each  of  the  following  expected 
to  be  installed  in  user  areas,  and  the  numbers  and  types  of  each  to  be 
provided  within  the  IC  for  training  demonst rat  ion  purposes: 


Microcomputers ; 


Pr int  ers ; 


Modems 


Plot  t  ers ; 


Terminals. 


A  matrix  of  departments  versus  hardware,  similar  to  that  shown  for 
software  (.Figure  4-2)  provides  a  concise  means  of  displaying  the  array  of 
hardware  needs  determined.  It  may  also  be  used  to  identify  those  users  or 
user  areas  where  there  exists  an  opportunity  for  resource  sharing;  for 
example,  several  departments  may  be  able  to  share  a  plotter  or  a  high  speed 
printer  . 


In  addition,  some  consideration  should  be  given  to  additional  main 
frame  host  dependent  hardware,  typically  on  line  terminal  services, 
that  provide  easy  and  direct  access  to  existing  production  systems  if 
such  a  capability  exists  or  is  planned  for  in  the  DP  installation. 


DEI  INn'10N_0r_MISSig\’SJ._0RJECTiyFSi_AND_GQAI? 


Given  the  information  gathered  during  the  needs  assessment  and 
analysis,  the  planning  team  has  understanding  necessary  to  develop  a  set  of 
missions,  goals,  and  objectives  for  the  IC.  The  overall  statement  of 
missions,  goals,  and  objectives  should  include  what  will  be  done,  how  it 
will  b*  done,  who  will  do  it,  what  is  and  what  is  not  appropriate  in  an  IP 
environment,  and  how  the  IC’s  performance  will  be  measured  with  respect  to 
th>  goals  arid  objectives. 


4  .  d  1  IP  Mission  Statement 


the  par 
M )  ss i or 


ssion  statements  usually  include  one  or  more  general  descript ion(s )  of 
pose  and  intent  of  the  IC.  For  example,  from  Fort  Hood’s  DOIM 
and  Functions  Statement: 


Provides  centra]  point  of  contact  for  all  data  processing 
and  data  communications  assistance  for  III  Corps  and  Fort 
Hood  units  and  activities. 


a ; h i ; i t  i es  l nc 1 ude : 


P:  omr-te  better  understanding  of  the  capabilities  of  small 
computer  technology; 


f  i  •  a  kev  role  in  assuring  the  effective  implementation 
c.f  computer  technology  in  Army  organizations; 


trite  increase  self-sufficiency  of  end  users; 


Coordinate  organizational  information  and  resource 
sharing . 

Additional  mission  statements  from  government  and  industry  ICs  are 
presented  in  Section  3.0. 


4.3.2  IC  Goals 


Goals  take  the  form  of  functional  statements  which  specify  more 
explicitly  the  purpose  of  the  IC.  One  mission  statement  may  be  further 
defined  by  several  goal  or  function  statements.  The  following  were 
excerpted  from  the  two  year  projection  of  work  tasks  of  the  Fort  Old  IC 

[Provide]  instruction  center  for  all  computer  systems 
(PCs  and  mainframe'1  on  Fort  Ord; 

Maintain  training  aids  and  software  library; 

Receive  and  investigate  all  new  software  for  integration 
into  the  systems  (PC  and  mainframe)  on  Fort  Ord; 

Conduct  software  and  hardware  support  activities. 

Other  possibilities  include: 

To  provide  end  users  with  tools  and  techniques  which 
allow  them  to  access  their  data  on  their  terms,  manipulate 
that  data,  r  i  present  it  in  meaningful  ways; 

To  assist  installation  personnel  in  addressing  command 
problems  by  serving  as  a  source  of: 

’  Equipment  and  program  selection  for  problem 
solution  by  end  users; 

'  Technical  assistance  in  obtaining  data  and 
operating  programs; 

’  Training  in  the  use  of  equipment  and  software; 

To  improve  personnel  productivity  by  expediting  methods 
for  individuals  to  reduce  clerical  effort,  to  develop 
data  manipulation  capabilities,  and  to  build  databases 
of  information  that  can  help  middle-level  and  senior-level 
management  to  use  computer  methods  in  studies  and  analyses. 
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4.3.3  JC_Ob ject ives 


The  objective  statements  define  the  services  and  activities  the  IC 
will  implement  to  fulfill  its  mission  and  goals.  In  defining  the 
objectives  of  the  IC,  the  planning  team  should  define  specific,  measurable 
results.  For  example: 

Train  70°.  of  clerical  personnel  on  the  word  processing 
package  within  90  days  after  the  software  is  received. 

After  the  mission  and  goals  are  defined,  it  often  works  well  to  brainstorm 
activities  or  services  that  will  fulfill  a  specific  goal.  Once  the 
general  method  (activities  and  services)  have  been  defined,  it  is  easier 
to  define  specific  objectives.  A  sample  worksheet  illustrating  how  goals, 
objectives,  and  services  support  a  mission  statement  is  found  iri 
Figure  4-3. 


4.3.4  fyif i 1 1 iD£_ib?_Missign_gf_the_ic 


What  follows  is  a  discussion  on  how  typical  missions,  goals  and 
objectives  of  the  IC  can  been  met.  General  examples  are  given.  The  topics 
included  is  not  intended  to  be  exhaustive,  nor  are  all  appropriate  for 
each  IC. 


E2by£ii2D_2f_b3l§_EE22?§§i!3£l_b§£klo£ 

Traditionally,  the  DP  backlog  is  thought  of  as  the  long  list  of 
applications  development  and/or  modification  requests  that  are  in  queue 
waiting  for  DP  to  obtain  the  resources  to  perform.  There  is  another 
backlog  that  is  not  as  prominent  as  this:  the  backlog  that  exists  because 
the  application  was  so  small  the  users  felt  it  stood  no  chance  for  approval 
or  because  the  users  have  given  up  hope  of  ever  getting  any  response  from 
the  DP  department.  The  IC  will  probably  not  have  much  impact  upon  the 
"known”  backlog  except  for  possibly  the  reduction  in  requests  for  rel¬ 
atively  simple  changes  to  report  formats,  or  the  reduction  of  time  lost  in 
responding  to  the  urgent  one-time  requests  for  massive  printouts  of  data. 
The  "unknown”  backlog,  the  size  of  which  can  be  estimated  from  the 
responses  to  the  users’  needs  survey  (Section  4.2.2)  will  be  the  one  most 
impacted  by  the  1C.  Objectives  and  goals,  however,  must  be  set  with  re 
spect  to  both  the  "known"  and  the  "unknown"  backlog  if  the  IC  is  to  show 
how  well  it  meets  the  needs  of  the  user  community.  A  measure  of  success 
might  be  the  percentage  each  backlog  has  been  decreased  or  the  reduction 
in  the  number  of  sp  cial  one  time'  data  printouts. 
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SAMPLE  PLANNING  WORKSHEET  -  GOALS,  OBJECTIVES  &  SERVICES  TO 

SUPPORT  A  MISSION  STATEMENT 


MISSION 


GOAL 


OBJECTIVE 


SERVICE /ACTIVITY 


•  Increase  awareness 
how  computer  tech¬ 
nology  can  enhance 
productivity. 


•  Make  employees 
aware  of  the  tech¬ 
nology  available  to 
them  at  their  install¬ 
ation. 

•  Provide  information 
on  how  computers 
can  improve  product¬ 
ivity. 


•  Give  bnefings  to 
50%  of  division  staff 
meetings  by  end  of 
quarter. 

•  Provide  articles  to 
installation  newsletter 
twice  a  year. 

•  Hold  quarterly  user 
group  meetings. 


Briefings 
User  groups 
Articles  in  news¬ 
letters,  newspapers, 
electronic  bulletin 
boards 
Open  house 
Demonstrations 
Film  series 


FIGURE 


IO?r§9§§_yser_Prgduct ivi ty 

User  productivity  can  be  defined  as  a  ratio  of  the  number  of  hours  a 
job  took  using  conventional  manual  methods  to  the  number  of  hours  the  same 
job  takes  using  an  IC  product;  for  example,  if  a  user  took  eight  hours  to 
do  the  job  previously  and  it  only  takes  one  hour  now,  that  user  has 
achieved  a  productivity  gain  of  eight.  Experience  from  Army  ICs  has  shown 
that  productivity  gains  range  from  a  low  of  1.5  to  a  high  of  greater  than 
ten  (10)  depending  upon  the  task  and  upon  the  productivity  tool  used. 

Higher  productivity  increases  will  be  achieved  when  the  tools  are  better 
matched  to  the  needs  of  the  task  and  to  the  capabilities  of  the  user.  A 
suggested  first  year  target  for  productivity  gains  should  be  an  average 
gain  of  about  eight. 

Improve  User/Data  Processing  Relations 

The  widely  divergent  perceptions  of  the  users  and  the  Dr  department 
have  been  discussed  in  Chapter  2.  The  IC  should  be  organized  in  such  a  way 
that  all  users  approaching  DP  for  assistance  receive  a  single,  coordinated 
solution,  not  a  competitive  run-around  between  the  IC  and  the  DP 
applications  development  group.  This  does  not  imply  that  the  IC  has  the 
final  say  or  that  it,  in  any  way,  controls  the  activities  of  the  applications 
development  group.  Rather,  it  implies  that  the  1C  should  assist  the  users 
in  formulating  their  requirements  and  in  selecting  the  proper  vehicle  for 
the  development  of  the  application  to  meet  their  needs.  Those  applications 
which  are  inappropriate  for  IC  involvement  can  be  better  defined  prior  to 
submission  for  development  when  the  1C  provides  assistance  to  the  users 
prior  to  submission. 

Measurement  of  the  degree  of  improvement  in  end  user /DP  relations  is 
subjective  at  most.  A  possible  means  of  assessing  the  change  is  through 
regular  use  of  user  satisfaction  surveys  which  solicit  information 
regarding  the  user  communities’  satisfaction  with  the  services  provided  by 
the  DP  department  as  a  whole,  including  the  IC. 

?r9vide_yser_Access_tg_Data 

User  data  needs  may  be  separated  into  three  categories:  (1)  private 
user  data,  (2)  public  purchased  data,  and  (3)  protected  command  data. 

Private  user  data  is  defined  as  files  of  data  created  by  individual  end- 
users  that  other  people  do  not  really  have  a  need  (or  right)  to  use.  These 
files  include  drafts  of  memos  and  reports,  personal  programs  for  analyzing 
data,  plans  still  in  the  formulating  stage,  etc.  Public  purchased  data 
includes  data  extracted  from  public  access  time-sharing  database  services. 
Protected  command  data  is  that  which  is  contained  in  mainframe1  databases. 

It  is  this  last  type  of  data  access  that  has  a  major  impact  on  the  planning 
for  the  IC. 

Management  concerns  arising  from  providing  user  access  to  command  data 
include:  (1)  impact  on  mainframe  response  time  due  to  user  access  to  com 
mand  data  files,  (2)  maintenance  of  data  integrity,  and  (3)  maintenance-  of 
data  security.  Options  for  providing  user  access  to  command  data  range 
from  noaccess  to  read_Xext ract )_only_access  to  ful 1 _read/wri te_access J 
Noaccess  implies  that  DP'IC  must  be  tasked  with  developing  the  means  of 
providing  extracts  of  data  to  the  users.  Routine  or  on  demand  updates  of 


the  extracts  can  then  ensure  data  integrity  and  concurrency.  R§ad_only 
access  implies  that  a  link  between  the  user’s  hardware  and  the  mainframe 
must  be  established,  and  that  the  user  must  then  take  the  responsibility 
for  ensu: ing  tnat  updates  (extracts)  are  made  in  a  timely  manner.  Read/ 
write_access  creates  an  additional  risk  to  data  integrity  in  that  users  may 
change  data  in  command  files,  possibly  by-passing  any  editing  and  validity 
checking/auditing  requirements  that  may  exist  for  that  data.  For 
data  contained  in  STASIS  or  VIABLE  systems,  it  has  been  mandated  that 
there  can  be  no  updates  which  do  not  occur  through  the  system’s  input 
facilities. 

Users’  data  concerns  include  stability  of  data,  volume  of  data,  and 
control  over  their  data.  Stability  and  volume  relate  to  the  frequency  of 
change  and  amount  of  change  to  the  data  during  each  update.  Where  their 
data  is  not  updated  via  extracts  from  central  files,  there  is  an  attendant 
risk  of  errors  made  while  entering  the  updated  data.  Control  over  their 
data  includes  accessing  the  data  when  wanted  and  controlling  who,  other 
than  themselves,  can  access  the  same  data. 

A  measure  of  the  degree  of  success  in  meeting  this  objective  is  calcu 
lation  of  the  percentage  of  requests  for  data  that  has  been  fulfilled  with 
in  the  time  constraints  specified  or  provided  at  the  requested  intervals. 

A  realistic  initial  goal  should  be  about  75  percent  during  the  first  year 
and  increasing  to  about  95  percent  as  the  Center  matures. 

?ontrol_Proliferat iqn_of_Microcomput ers 

End-users  will  have  a  perception  of  an  IC  in  terms  of  whether  it  is 
supportive,  as  a  source  of  information  and  assistance,  or  controlling,  in  a 
sense  of  being  an  obstacle  or  hindrance  rather  than  a  help.  This 
perception  will  likely  be  drawn  as  much  from  the  methods  used  to  exert 
whatever  controls  are  applied  as  from  the  existence  of  the  controls  them 
selves.  The  use  of  incentive-based  techniques  that  encourage  users  to 
select  hardware  and  software  that  has  standardized  can  provide  both 
assistance  to  users  and  control  at  the  same  time.  An  example  of  such  a 
technique  is  through  establishment  of  various  levels  of  support  for  the 
products  in  use  in  the  installation.  Standard  products  would  be  supported 
in  more  depth  than  non-standard  ones. 

Examination  of  the  inventory  of  microcomputer  hardware  and  software 
can  demonstrate  the  degree  to  which  the  TC  and  the  standard  Army  contracts 
have  successfully  influenced  the  acquisition  of  products. 

Encourage_Int  roduc\t  ion_of_New_Technglogy 

As  an  agent  of  change,  the  IC  can  provide  a  means  of  introducing  new 
technology  and  methods  into  the  workplace.  This  ensures  that  a  state-of- 
t he  art  technology  is  effectively  introduced.  Through  its  relation 
ship  to  other  ICs,  the  General  Purpose  Computer  Support  Center  (GPCSC),  and 
the  Small  Computer  Engineering  Center  (SCEC)  the  IC  will  be  in  a  better 
position  to  evaluate  new  releases  of  software  and  new  pieces  of  hardware 
than  the  end  users.  Therefore,  the  1C  should  be  the  point  of  contact  or 
interface  between  the  users  and  vendors  of  new  technology. 
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Improve  Decision  Making  Process 

The  IC  contributes  to  improved  decision  making  through  making  more 
data  accessible  to  the  user  and  providing  the  tools  and  techniques  that 
enable  the  user  (decision  maker)  to  evaluate  more  alternatives  than 
currently  possible  using  manual  techniques.  It  can  also  provide  the  tools 
which  enable  the  user  to  examine  various  "what  if"  situations  where  the 
decision  must  be  made  under  a  degree  of  uncertainty.  These  tools  can  also 
enable  the  decision  maker  to  obtain  more  frequent,  and  even  previously 
unavailable,  reports  to  aid  him  in  day-to-day  operational  management. 

Pr9Yide_Capacity_Planning_Data 

Evaluating  and  projecting  end  user  computing  requirements  will  provide 
vital  capacity  planning  data  for  the  DP  department.  Users’  data  extract 
needs,  for  example,  may  seriously  impact  mainframe  response  time  and 
production  scheduling.  Establishment  of  microcomputer  links  will  impact 
loading  on  installation  comraunicat ions  facilities.  Micro-to-main-frame 
links  will  also  have  a  definite  impact  upon  mainframe  loading. 

Reduce  External  Time-sharing  Costs 

Where  users  have  set  up  and  are  using  outside  time-sharing  facilities, 
either  because  of  a  perceived  lack  of  response  from  DP  or  because  the 
proper  tools  do  not  exist  on  the  mainframe,  the  IC  may  be  able  to  provide 
users  with  the  tools  necessary  to  off-load  some  of  their  applications  to 
a  microcomputer. 

lDb§Q££_P§i§_Secur2ty/Pr jvacy_Con§£i  ousness 

This  goal  includes  providing  the  users  with  the  training  and  education 
as  it  relates  to  maintaining  the  security  and  privacy  of  the  data  stored 
electronically  in  their  work  areas.  It  also  includes  development  and 
promulgation  of  procedures  for  backup,  recovery,  and  physical  security  of 
the  hardware/software  in  their  areas.  It  may  also  include  provision  of 
passw  ,rd  and  encryption  capabilities  where  necessary. 


4 • 4  DEFINE_ORGANIZATIONAL_INTERFACFS 


The  placement  of  the  IC  within  ISC  has  been  established.  However, 
defining  the  IC’s  relationship  with  other  organizations  on  the  installation 
is  part  of  the  planning  process.  This  step  is  placed  before  "decide 
service  options"  because  the  IC  will  need  to  define  its  relationships  with 
other  providers  of  user  support  (e.g.  CPO,  DP,  Tactical  ICs)  before  making 
final  decisions  about  the  services  it  provides.  The  IC  will  need  to 
determine  what  resources  can  be  shared,  and  which  activities  must  be 
supported  separately. 
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4.4.1  Organizat ional_Locat ion 


The  IC  reports  directly  to  the  DOIM  as  specified  in  AR  5-3.  This 
relationship  is  depicted  in  Figure  4-4.  The  IC  provides  a  single  point  for 
user  contact  to  obtain  information  systems  support,  and  access,  as 
appropriate,  to  USAISC  resources  (see  Figure  4-5).  The  importance 
of  the  IC  mission  makes  it  imperative  that  the  DOIM  receive  direct 
reports  from  the  IC.  The  IC  will  draw  upon  expertise  within  the 
DCiV  organization  to  satisjy  many  of  the  user’s  needs.  The  IC 
will  also  draw  upon  the  ISC  elements  externa]  to  the  DOIM  to 
satisfy  the  remainder  of  the  user’s  needs. 


4.4.2  ISC_Technical_Support_Structure 


The  IC  does  not  stand  alone  but  is  part  of  the  entire  technical 
support  structure,  one  that  covers  all  aspects  of  the  information  systems 
architectures  in  planning.  ISC  currently  has  various  support  systems 
available  or  being  implemented  including: 

The  Information  Systems  Engineering  Command  (ISEC)  with  the 
General  Purpose  Computer  Support  Center  (GPCSC)  and  Small 
Computer  Engineering  Center  (SCEC); 

O&M  Commands,  such  as  the  7th  Signal  Command  with  its  USAISC- 
Pentagon  and  its  Regional  Data  Centers; 

Information  Systems  Management  activities,  such  as  PM  Super 
Computer,  TACMIS,  and  other  field  offices. 

Although  all  the  resources  listed  above  do  not  directly  interface  with 
the  end  user,  the  user  will  receive  the  benefit  of  their  expertise  through 
the  local  IC.  Of  special  note  are  the  GPCSC  and  SCEC.  The  GPCSC  provides 
customer  service  and  general  information  services  for  NDI  systems,  such  as 
the  INTEL  310  and  IBM-PC.  It  will  serve  as  the  central  point  for 
distributing  information  to  all  DOIM/IC  organizations.  It  will  also  be  the 
focal  point  for  all  user  problems  and  queries  that  cannot  be  resolved  at 
lower  organizational  levels.  A  key  function  of  the  GPCSC  is  the  certifi¬ 
cation  program,  under  which  commercial  equipment  and  software  will  bo 
evaluated  to  ensure  that  they  work  satisfactorily,  are  architecturally 
compliant,  have  adequate  documentation,  satisfy  established  standards,  and 
can  be  supported.  Another  essential  function  of  the  GPCSC  is  a  technical 
review  of  state-of-the-art  commercial  equipment  and  software  before  it  is 
available  to  the  customer  base.  Figure  4-6  depicts  the  three  areas  of 
support  provided  by  the  GPCSC,  and  lists  contact  numbers. 


USAISC 

RESOURCES 


t 


END-USER 


a 


Support  from  the  SCEC  is  requested  through  GPCSC.  SCEC  is  an 
operating  section  of  the  Computer  Systems  Branch  of  ISEC.  The  mission  of 
ISEC  is  to  (1)  maintain  a  laboratory  facility  for  mini  and  microcomputer 
hardware  and  software  evaluation,  prototype  development,  and  demonstration; 
and  (2)  provide  consultative  services  to  Army  users  and  designers  of  small 
computer  systems  worldwide.  SCEC  serves  as  the  highest  level  engineering 
activity  within  ISC  responsible  for  all  issues  relating  to  micro/mini 
computer  hardware,  operating  systems,  and  communications.  It  also  serves 
es  thf  ]=>«)  of  hardware  support  available  within  the  Army.  The 

major  functional  areas  of  the  SCEC  are  shown  in  Figure  4-7. 

4.4.3  D0IM_ICs_and_T2ct ical_lCs 


There  may  be  several  tactical  units  garrisoned  at  an  installation 
which  has  an  1C.  The  installation,  or  DOIM  IC  is  usually  responsible  for 
providing  additional  support  to  these  tactical  units  and  the  ICs  formed  for 
these  units.  The  tactical  IC  operates  as  a  focal  point  for  both  the 
tactical  user  chain  and  the  technical  support  from  ISC,  while  the 
tactical  unit  is  in  garrison.  Resources  are  maximized  when 
duplication  of  effort  is  avoided.  To  give  an  example  of  how  this 
works,  foui  of  the  six  tactical  units  at  Fort  Hood  have  developed 
their  own  ICs.  The  tactical  ICs  fo^-us  heavily  on  training.  The 
tactical  units  can  also  take  advantage  of  the  training  offered  by 
the  DOIM  IC,  and  make  use  of  the  help  desk  as  well.  Appendix  E 
describes  the  Fort  Hood  tactical  ICs  in  greater  detail.  Formal 
agreements,  such  as  a  Memorandum  of  Understanding  will  be  useful  in 
defining  the  degree  of  support  to  be  provided,  be  developed  and  that 
the  tactical  IC  include  procedures  for  the  tactical  users  to  obtain 
services  from  the  installation’s  IC. 


ISEC  -  GENERAL  PURPOSE  COMPUTER  SUPPORT  CENTER  (GPCSC) 
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ISEC  -  Small  Computer  Engineering  Center  (SCEQ 
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4.4.4  The_IC_and_CPO 

During  the  planning  phase  the  IC  should  determine  how  it  can  work 
effectively  with  the  CPO  to  provide  training.  There  are  several 
possibilities.  The  1C  can  develop  courses  offered  through  CPO. 

Alternately,  the  IC  can  teach  microcomputer  classes  with  its  own  staff,  but 
have  those  classes  filled  by  CPO.  Or,  the  IC  can  develop  classes  to 
balance  those  offered  by  CPO.  Training  programs  are  an  administrative 
burden  to  the  IC,  so  it  is  to  the  advantage  of  the  IC  to  make  use  of  the 
expertise  of  the  CPO  whenever  practical.  Many  new  ICs  focus  heavily  on 
training,  which  is  offered  in  house.  As  they  mature,  the  trend  is  to 
contract  out  training  or  to  shift  part  of  the  responsibility  to  the 
organization’s  training  office.  This  trend  is  also  found  in  the  Army.  At 
Fort  Ord,  for  example,  microcomputer  courses  were  developed  and  scheduled 
by  the  IC.  Recently  the  IC  turned  over  to  CPO  the  function  of  scheduling 
users  for  the  training.  At  Fort  Hood,  a  written  Memorandum  of 
Understanding  defines  the  responsibilities  of  the  DOIM  1C,  CPO,  and  DAMO 
with  regard  to  the  training  offered  by  the  IC.  A  copy  of  this  document  is 
found  in  Appendix  F. 


4.4.5  The  IC  and  Other  DP  Divisions 


As  set  forth  in  the  Army  AR  5-series  and  discussed  in  Section  3.4.3, 
there  may  be  considerable  overlap  between  the  IC  and  the  other  divisions  of 
the  DOIM  directorate.  The  responsibilities  of  the  IC  and  the  other 
divisions  must  be  clearly  established  prior  to  the  implementation  of  the  IC 
if  there  is  to  be  a  minimum  of  friction  between  the  IC  and  the  other  DOIM 
components.  The  functions  currently  assigned  to  the  DOIM  divisions  are 
summarized  as  follows: 

Operations  and  Systems  Integration 

Coordinate  and  supervise  the  provision  of  information  services 
and  products  by  all  information  operational  activities; 

Recommend  the  allocation/reallocation  of  resources  to  operational 
activities  for  the  accomplishment  of  the  directorate  mission; 

Supervise  the  execution  of  information  system  life  cycle 
management ; 

Plan  and  supervise  the  execution  of  information  systems  and 
services  training; 


Plan  and  supervise  the  fielding  and  integration  of  new/upgraded 
information  systems; 

Enforce  compliance  with  existing  information  management  policies, 
standards,  and  guidance; 
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Recommend  and  execute  procedures  and  policies  to  accomplish  more 
efficiently  and  effectively  the  directorate’s  operational  mission 
with  emphasis  on  the  internal  integration  of  information 
subfunct ional  activities. 

Resource_Management 

Interpret,  develop,  supplement,  and  promulgate  information 
management  policy; 

c 

Establish  and  maintain  garrison  and  installation  information 
management  standards,  goals,  and  objectives; 

Develop,  recommend,  and  monitor,  as  the  functional  proponent,  all 
civilian  and  military,  manpower,  personnel  and  training  programs 
related  to  the  information  mission  area; 

Develop  garrison,  and  coordinate  and  integrate  installation 
information  requirements; 

Develop  and  maintain  garrison,  and  coordinate  and  integrate 
installation  information  models  and  architectures; 

'alldate  garrison,  and  provide  comment  concerning  installation 
tenants’  information  requirements; 

Develop,  recommend,  and  integrate  garrison  and  installation 
technical  information  systems  configurations; 

Develop,  promulgate,  implement,  and  enforce  data  management 
procedures  and  standards; 

Recommend  information  priorities; 

Develop  and  recommend  garrison  and  installation  information 
support  force  structure/organization; 

Develop  and  execute  information  management  plans; 

Develop  and  recommend  information  fiscal  and  manpower  plans, 
programs,  and  budgets; 

Execute  the  garrison  information  budget; 


Review,  analyze,  and  evaluate  all  information  resource  management 
act  1 ons . 


legist  K'S_Supporl 


Develop  and  execute  logistics  plans  in  the  areas  of  maintenance, 
supply,  transportation,  facilities,  and  personnel  in  support  of 
garrison  provided  information  systems  and  facilities; 


Manage  garrison,  and  monitor  installation  information  asset 
1 nvent  or  1 es : 
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Provide  logistics  input  into  all  information  management  plans, 
programs,  and  budgets; 

Ensure  adequate  logistic  support  of  all  new/upgraded  garrison 
provided  information  systems. 


4.5  Define  Services  to  be  Provided 


The  purpose  of  the  IC  is  to  provide  tools  and  techniques  that  will 
allow  users  to  retrieve,  analyze,  manipulate,  and  present  their  data  more 
effectively  without  being  required  to  become  computer  experts.  These  tools 
and  techniques  are  provided  through  a  variety  of  services.  Activities 
offered  and  supported  by  ICs  in  industry,  the  Army  and  other  government 
agencies  are  summarized  in  the  chart  on  the  following  pages. 

4.5.1  Select  ing_Service_Opti_ons 

Several  factors  should  be  considered  when  selecting  the  number  and 
breadth  of  the  services  offered  by  the  IC.  Typically,  ICs  are  in  the 
position  of  having  somewhat  static  resources  to  meet  constantly  expanding 
needs.  Generally,  it  is  easier  to  set  parameters  on  services  offered, 
expanding  them  later,  than  to  reduce  service  offerings.  In  spite  of  li¬ 
mited  resources,  ICs  can  be  very  ambitious  in  what  they  accomplish.  The 
goal  is  to  examine  service  offerings  constantly  to  determine  how  to  provide 
them  more  efficiently  and  effectively.  For  example,  one  Center  used  to 
schedule  demonstrations  twice  a  week.  After  a  year,  it  decided  to 
substitute  quarterly  product  expositions.  The  result  was  that  more  users 
attended  the  first  quarterly  exposition  than  had  attended  all  of  the 
previous  year’s  demos  combined.  In  addition,  the  expo  format  gave  the 
Center  greater  visibility.  The  activities  listed  for  more  than  one  service 
category  in  the  foregoing  chart  indicate  a  possible  multiplier  factor  where 
one  activity  can  serve  more  than  one  purpose. 
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It  is  important  for  the  IC  to  define  and  publicize  clearly  what  ser¬ 
vices  it  will  offer  so  users  will  know  what  they  can  and  cannot  expect.  The 
following  criteria,  based  on  previous  steps  in  the  planning  process,  will 
measure  the  potential  effectiveness  of  a  service  or  activity: 

Mission,  goals,  and  objectives  established  for  the  IC; 

Installation  needs; 

Number  and  diversity  of  organizations  supported. 

Available  resources; 

Number  of  and  diversity  of  products  supported: 

Other  available  services; 

Future  needs. 

The  success  of  the  IC  will  be  measured  by  its  ability  to  meet  stated 
objectives.  Therefore,  the  selection  of  specific  services  must  be  guided 
by  the  mission,  goals,  and  objectives  established  for  the  Center  (see 
Section  4.3).  St.,  vice  offerings  provide  the  mechanism  which  enables  the  IC 
to  fulfill  its  objectives. 

No  two  ICs  offer  exactly  the  same  services  because  no  two 
installations  are  alike.  The  needs  of  the  users,  and  the  number  and 
diversity  of  organizations  to  be  supported,  help  define  the  IC’s  services. 
The  needs  assessment  discussed  in  Sections  4.1  and  4.2  will  be  useful  when 
evaluating  alternative  service  offerings. 

The  amount  of  human  and  financial  resources  available  to  support  the 
IC  will  have  an  impact  on  the  services  it  offers.  For  example,  ideally  an 
IC  should  follow-up  with  students  individually  after  they  have  completed 
instructor- led  training  to:  (1)  evaluate  training  effectiveness,  (2) 
reinforce  concepts,  and  (3)  encourage  the  user  to  continue  to  use  the 
Center.  However,  a  Center  with  a  limited  staff  might  decide  to  focus  its 
training  resources  on  classroom  training.  In  this  example,  evaluation  of 
the  training  could  be  accomplished  with  written  forms  completed  in  the 
classroom  and  the  follow-up  left  to  the  initiative  of  the  user. 

The  number  of  hardware  and  software  products  supported  by  an  1C  also 
have  an  impact  on  the  services  offered  by  the  Center.  Where  the  organ¬ 
ization  has  standardized  list  of  a  limited  number  of  products,  the  IC  can 
provide  in-depth  technical  assistance.  Where  there  is  a  variety  of 
hardware  and  software  currently  in  use  in  the  installation,  the  IC  may  no', 
be  able  to  provide  the  same  comprehensive  technical  assistance.  Then  the 
IC  must  consider  several  alternatives.  The  Center  may  elect  to  offer 
technical  support  for  all  products  at  an  introductory  level,  or  it  may 
deride  to  support  some  products  in  greater  depth  than  others.  If  it  is  the 
goal  of  the  Center  to  promote  some  level  of  standardization,  the  Center  may 
encourage  this  standardization  by  supporting  specific  products  with  more 
services . 
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If  the  users  at  an  installation  already  have  access  to  some  computer- 
related  services,  the  IC  should  examine  how  it  can  avoid  duplication  of 
effort.  The  Center  may  elect  not  to  offer  a  service  if  it  is  already 
available;  it  may  decide  to  incorporate  that  service  into  the  IC;  or  it  may 
work  cooperatively  and  offer  the  service  jointly. 

When  deciding  what  service  options  to  adopt,  it  is  advantageous  to  try 
to  predict  what  the  need  for  the  service  will  be  and  how  it  will  change 
over  a  period  of  time.  For  example,  if  the  Center  guarantees  a  three-hour 
response  time  to  requests  for  technical  assistance,  it  must  be  prepared  to 
meet  that  guarantee  when  there  is  a  significant  number  of  requests. 

4.5.2  Sery  ice_Categori.es 

ICs  offer  a  variety  of  services.  For  example,  the  IC  may  provide 
consulting,  training,  general_support ,  and  serve  as  an  agent_of_change . 
Specific  activities  support  each  of  these  broad  categories  of  service. 
Because  the  IC  is  an  integrated  approach  to  serving  end  users,  the  service 
areas  often  overlap.  In  addition,  a  single  activity,  such  as  a  newsletter, 
may  support  more  than  one  service  category.  This  point  is  illustrated  in 
the  chart  found  in  Section  4.5. 


4.5.3  Consultation 


Consul t at  ion  has  been  defined  as  evaluating  the  user’s  needs  and  pro¬ 
viding  an  approach  to  meet  that  need.  For  example,  the  user  may  want  to 
know  if  his  application  is  appropriate  for  a  microcomputer  and,  if  so,  what 
products  will  best  satisfy  his  requirements. 

New  computer  users  often  lack  the  confidence  and  terminology  to  ex¬ 
press  their  needs.  Sometimes  the  user  may  have  only  a  vague  notion  of  what 
he  wants  to  do.  Usually,  however,  the  user  knows  what  he  wants;  he  just 
cannot  express  it.  Therefore,  the  consultant  often  spends  considerable 
time  helping  the  user  identify  his  problem. 

The  IC  might  want  to  develop  a  check  list  of  questions  which  the 
user  and  the  consultant  complete  together  or  which  the  Center  gives 
users  in  advance  of  their  appointment  with  the  consultant.  This 
mechanism  allows  the  user  to  begin  clarification  of  his  needs. 

Examples  of  ADP  requirements  •'request  formats  used  by  Forts  Monroe  and 
Hood  are  found  in  Appendix  F.  The  information  gathered  might  include 
the  following  points: 

Brief  description  of  the  project: 

How  the  need  is  currently  met: 

Purpose  of  automating  the  task  and  expected  outcome; 

Potential  impact  of  automating  the  task; 


Hardware  and/or  software  currently  available  to  the  user; 

User’s  computer  experience; 

User's  criteria  for  selecting  hardware  and/or  software  (e.g.,  ease 
of  learning,  particular  specifications); 

Priority  of  the  project; 

Anticipated  time  frame; 

Amount  of  user's  time  devoted  to  development; 

How  individual  automation  requirements  fit  into  overall 
automation  architecture. 

The  Center  may  also  consider  requiring  an  1C  orientation  or  a  basic 
computer  literacy  course  before  the  user  can  make  an  appointment  for 
consultation.  Several  Army  ICs,  including  those  at  Forts  Stewart  and  Hood, 
require  that  users  take  an  introductory  training  course  before  they  ever 
receive  a  PC. 

In  addition  to  identifying  the  application  need,  the  IC  may  also 
essign  the  consultant  the  role  of  advising  or  assisting  the  end  user  in 
determining: 

System  design: 

Hardware  and  software  configuration; 

Cost/benefit  analysis; 

Sources  for  help  in  development  of  the  application  (e.g.,  training 
options,  user  groups,  resource  persons). 

After  the  user  has  clarified  his  need,  the  IC  often  offers  several 
resources  to  enable  the  user  to  make  a  wise  decision  about  which  product  to 
use  and/or  procure.  These  might  include  such  things  as  the  following: 

GPCSC  evaluations; 

Hands-on  trials; 

Product  demonstrations  conducted  by  IC  staff; 

Product  demonstrations  provided  by  vendors  at  periodic  fairs  or 
expos,  or  scheduled  individually; 

IC  staff’s  expertise; 

Third  party  evaluation  in  periodicals  and  reference  guides; 

Vendor  literature; 


Shopper’s  course. 


One  factor  that  may  influence  the  user's  choice  is  the  availability  of 
support  for  different  products  in  the  IC.  Providing  technical  assistance 
and  training  for  specific  products  may  encourage  his  selection. 


4.rj.4  Training 

Munv  ICs  consider  training  their  primary  function.  A  goal  of  the  IC 
is  to  enable  users  to  become  self-sufficient  in  satisfying  many  of  their 
information  needs.  It  is  the  responsibility  of  the  Center  to  teach  the 
skills  the  user  will  need. 

There  are  a  number  of  vehicles  available  for  providing  training  to  the 
end  user: 

Instructor-led  lectures; 

Instructor-led  hands-on  courses; 

One-on-one  instruction; 

Commercially-prepared  computer-based  instruction  (provided  with 

software  or  purchased  separately); 

Video-based  instruction. 


In  addition,  instructor  led  courses  can  be  developed  in-house  or 
bought  from  a  company  or  consultant.  While  the  IC  may  elect  to  use  in- 
house  staff  to  conduct  training,  classroom  training  is  available  from  man\ 
other  sources.  Options  include  the  following: 

Local  base  education  and  CPO  (see  also  4.4.4); 

Contractors; 

Colleges  and  universities; 

Government  Services  Administration  (GSA"!; 

Office  of  Personnel  Management  (OPM:; 

DoD  Computer  Institute; 


The  practice  of  developing  and  teaching  courses  in  house  gives  the  IC 
greater  control  over  quality.  It  also  enables  the  training  to  incorporate 
Army  specific  applications  and  terminology.  These  activities  require 
tremendous  staff  resources,  however.  Consequently,  the  IC  may  decide  to 
direct  users  to  other  sources  for  training,  or  tc>  secure  training  for  users 
from  other  sources. 

If  instructor  led  training  is  offered,  the  Center  may  expand  its 
training  staff  by  asking  expert  users  from  functional  areas  to  develop 


and/or  teach  courses.  The  advantage  of  this  approach  is  that  an  individual 
who  uses  a  hardware  or  software  product  daily  often  will  explore  its 
possibilities  to  a  greater  extent  than  someone  who  learns  the  product  for 
the  purpose  of  teaching  it.  IC  staff  might  be  appointed  to  teach  introduc 
tory  level  courses,  while  the  expert  user  might  be  asked  to  teach  advanced 
courses.  Users  frequently  enjoy  teaching  occasionally  but,  because  of  work 
responsibilities,  may  be  available  only  once  a  month  or  every  other  month. 
If  many  expert  users  teach  for  the  IC,  this  arrangement  may  increase  the 
time  it  takes  to  plan  and  schedule  courses.  In  addition,  the  IC  may  need 
to  provide  these  expert  users  with  formal  or  informal  instruction  on  class, 
room  techniques  and  communication  skills. 

Another  way  to  expand  the  training  capabilities  of  the  IC  is  to  create 
a  train-the  trainer  program.  This  program  trains  existing  trainers,  expert 
users,  and  other  interested  personnel  in  classroom  techniques  and  1C  cur 
riculure.  These  individuals  then  provide  the  training  in  their  own  func¬ 
tional  areas.  These  training  offerings  may  not  be  scheduled  or  monitored 
by  the  IC. 

During  the  Planning  Phase,  the  IC  should  evaluate  the  effectiveness  of 
these  approaches  according  to  its  specific  situation.  The  Center  may 
determine  there  is  a  large  need  for  general  computer  literacy  training  and 
instructor-led  training  would  be  effective.  It  may  also  conclude  that  the 
need  for  training  on  a  specific  application  package  is  small,  so  that  a 
computer-based  tutorial  would  meet  the  requirement  for  training  in  that 
area.  Alternately,  the  Center  might  choose  to  use  computer  and  video 
tutorials  as  a  supplement  to  instructor-led  training.  If  the  Center  deter¬ 
mines  that  most  of  its  users  are  computer  literate,  it  may  focus  its 
resources  on  providing  technical  assistance  and  opt  to  provide  all 
introductory  training  via  video  tapes. 

Whenever  possible,  it  is  best  to  offer  as  many  training  alternatives 
as  possible.  The  Colonel  with  a  tight  schedule  may  prefer  individual ly - 
paced  computer  based  tutorials  that  can  accommodate  his  schedule.  Another 
individual  might  prefer  group  instruction  where  an  instructor  is  always 
available  to  provide  help. 

The  IC  will  want  to  balance  the  mix  of  its  training  offerings  to  meet 
the  needs  of  both  first-time  users  and  experienced  users.  For  example, 
the  IC  should  not  get  so  focused  on  the  backlog  of  personnel  waiting  for 
introductory  training  that  it  fails  to  address  the  needs  of  more 
sophisticated  users.  Initially,  the  IC  may  need  to  concentrate  on 
introductory  training,  but  eventually  that  need  may  dissipate  and  be 
replaced  by  advanced  training  or  new  product  training.  Even  from  the 
beginning,  there  will  be  a  demand  for  intermediate  and  advanced 
training.  It  is  important  to  allow  for  this  flexibility  when  building  a 
training  program.  In  planning  the  curriculum,  the  IC  may  want  to 
consider  having  prerequisites  for  some  courses  to  ensure  a  minimum 
common  experience  level  for  students  in  the  class.  The  IC  may  elect  to 
design  an  articulated  training  program  with  a  suggested  sequence  of 
courses,  as  shown  in  Figure  48. 


As  part  of  the  Planning  Phase,  the  IC  should  establish  the  procedures 
it  will  use  to  schedule  classes/students,  to  record  attendance,  and  to 
evaluate  courses.  For  example,  the  Center  may  wish  to  require  an 
appl i cat  ion-for-training  form  establishing  training  need  and  current  leve  l 
of  proficiency.  Or,  the  Center  may  make  arrangements  for  these  details 
to  be  handled  by  the  CPO.  The  Center  will  also  need  to  decide  what 
hardware,  software,  and  facilities  it  will  need  to  support  its  training 
efforts.  If  the  IC  offers  classroom  training,  it  will  have  to  determine 
how  many  students  will  be  in  the  classes  and,  if  the  course  has  a  hands  on 
component,  how  many  students  will  share  a  terminal  or  computer. 

When  the  IC  has  determined  its  training  offerings,  policies,  and 
procedures,  it  should  provide  this  information  to  the  users  in  a  general 
user’s  handbook,  a  newsletter,  or  a  separate  document. 

The  IC  should  provide  an  introduction  for  users.  This  orientation 
might  include  the  following: 

Relationship  of  the  user  to  the  IC; 

Introduction  to  the  IC  facilities; 

Introduction  to  the  IC  services; 

Levels  and  kinds  of  product  support; 

IC  operating  procedures; 

How  to  use  the  IC’s  services. 


The  IC  can  provide  this  information  in  several  ways: 

Tour  of  the  IC; 

Short  course; 

Segment  incorporated  into  training  offerings; 

Slide  or  video  show. 

While  this  introduction  could  take  any  of  the  above  forms,  pertinent 
information  should  be  posted  in  writing  and  available  in  a  user’s  handbook 

or  brochure. 

All  computer  training  can  be  provided  by  one  or  more  of  the  vehicles 
listed  ab  ove .  It  should  include  courses  such  as: 

Introduction  to  computer  concepts: 

Introduction  to  microcomputers: 

Micro  tomainframe  communications; 

Introduction  to  databases; 
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Introduction 
Int  roduct i on 
Int  roduct ion 
Introduction 
Int  roduct ion 
Int  roduct ion 
level  1 ; 


to  programming  concepts; 
to  problem  solving  using  computers; 
to  spreadsheets; 
to  word  processors; 
to  computer  graphics; 

to  micros  for  _  (specific  management 


Microcomputer  system  design  and  configuration: 

Introduction  to  micros  for  _ (specific  functional  areas': 

Introduction  to  artificial  intelligence; 

Introduction  to  back-up  and  recovery  procedures; 

Computer  security; 

Hardware/software  selection; 

Technical  introduction  to  microcomputers; 

Introduction  to _ (specific  hardware /software  product'*; 

Introduction  to  programming  with  _ (specific  language  or 

software  product); 

Intermediate  _ (specific  hardware/software  product): 

Advanced _ (specific  hardware/software  product''. 


For  the  first-time  user,  the  IC  should  provide  a  general  introduction 
to  computer  literacy.  This  course,  designed  for  individuals  with  little  or 
no  previous  knowledge  of  computers,  would  emphasize  practical  information. 
The  major  purpose  of  this  training  is  to  give  users  the  opportunity  to 
overcome  any  hesitation  or  resistance  they  have  about  computer  techno¬ 
logy.  Topics  might  include: 

Definition  of  concepts  and  terminology; 

What  computers  can  and  cannot  do; 

How  computers  work; 


Application  demonstrations. 


I 


The  IC  nay  want  to  offer  additional  computer  literacy  courses,  focus 
ing  on  topics  such  as  communications  or  databases;  or  these  concepts  may  be 
included  as  part  of  training  on  specific  applications  packages. 

The  IC  will  also  need  to  offer  training  in  the  use  of  specific 
hardware  and  software  products,  probably  at  the  introductory  and  advanced 
levels.  A  hands-on  component  will  enforce  the  concepts  presented. 


4.5.5  General_Support 

Under  the  general  support  activities,  the  IC  provides  assistance  in 
the  acquisition  of  hardware  and  software;  a  library;  hotline  support; 
problem  resolution;  and  access  to  other  ISC  resources,  such  as  GPCSC,  SCF<", 
RDCs,  BMA ,  etc. 

Many  ICs  provide  technical  assistance  to  users.  This  on-going  support 
is  designed  to  provide  help  to  users  who  are  having  problems  with  specific 
software  application  or  hardware  products.  For  example,  a  user  may  request 
assistance  from  the  IC  for  a  program  he  has  written  that  is  not  working 
properly.  The  IC  may  then  advise  the  user  on  how  to  de -bug  the  program  and 
offer  general  guidance  on  programming  techniques.  Because  a  goal  of  the  IC 
is  to  enable  users  to  become  self-sufficient,  even  these  technical  support 
activities  might  emphasize  the  techniques  used  to  resolve  the  problem  so 
that,  on  another  occasion,  the  user  may  be  able  to  solve  the  problem  on  his 
own.  Technical  support  may  include  the  following  activities: 

Hardware ^software  problem  diagnosis; 

Hardware/s  -ftware  problem  resolution; 

Disaster  recovery; 

Product  installation. 

The  IC  may  provide  technical  support  through  one  or  more  of  the 
following  mechanisms: 

One-on-one  assistance; 

Help  lines/hot  lines  or  help  desks; 

Reference  materials; 

Resource  groups 'persons ; 

User  groups. 

Technical  support  in  the  form  of  one-on-one  assistance  is  often  avail 
able  over  the  telephone  or  on  a  walk-in  basis.  However,  complex  problems 
often  require  follow  up  research,  additional  appointments,  and  sometimes 
"house  calls."  The  1C  may  wish  to  describe  all  requests  on  forms  in  order 
to  record  IC  usage.  In  addition,  in  ICs  where  a  staff  member  is  not  always 
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available  or  on  call  to  provide  technical  support,  these  forms  record  the  re 
quests  for  later  resolution. 

The  difference  in  a  hotline  and  a  helpline  is  time.  A  hotline  implies 
immediate  problem  resolution,  whereas  the  helpline  implies  guidance  and/or 
assistance  that  is  not  of  an  immediate  nature.  A  help  desk  may  describe  a 
phvsical  location  where  users  can  bring  their  technical  problems,  or  it  may 
imply  the  availability  of  assistance  on  a  walk-in  basis.  Logs  of  requests 
for  assistance  are  part  of  the  IC’s  record  of  accomplishments,  and  also  a 
way  to  track  problems  until  they  are  fully  resolve.  Fort  Monroe*  automated 
help  desk  log  is  described  in  Appendix  E.  Sample  logs  from  Forts  Monroe, 
Hood,  and  Ord  are  found  in  Appendix  F. 

ICs  may  choose  to  require  an  appointment  for  any  kind  of  technical 
assistance.  This  approach  gives  the  staff  greater  ability  to  manage  and 
control  their  schedule,  but  tends  to  detract  from  the  benefit  of  the  IC’s 
providing  rapid  response  to  problems.  The  users  may  perceive  an  IC  as 
inadequate  if  appointments  are  required  for  all  requests  for  assistance  or 
if  there  is  too  much  delay  in  the  IC’s  responding  to  their  requests.  The 
IC  may  want  to  establish  a  response-time  goal  so  that  the  users  know  what 
t  o  expect . 

The  IC  may  provide  reference  materials  to  substitute  for  (or  supple¬ 
ment;  one-on  one  assistance.  Product  manuals  and  reference  guides  may  be 
made  available  to  users  in  the  IC  or,  in  some  cases,  be  checked  out  of  the 
technical  library. 
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One  way  of  expanding  the  technical  support  that  an  IC  offers  is  to 
create  resource  groups  or  identify  resource  persons.  The  IC  may,  for 
example,  sponsor  a  microcomputer  users  group  within  the  organization. 
Alternatively,  the  IC  may  ask  knowledgeable  employees  to  serve  as 
resource  prisons,  to  he  called  on  when  the  IC  receives  questions  in 
the  resource  person’s  area  of  expertise.  Both  resource  groups  and 
persons  encourage  networking  within  the  organization  and,  as  a  result 
of  the  increased  communication,  duplication  of  effort  or  "reinventing 
the  wheel"  can  sometimes  be  avoided. 

User  groups  sponsored  by  the  IC  promote  the  sharing  of  information 
between  different  departments.  In  addition,  they  provide  a  way  for  the  TC 
to  maintain  contact  with  the  user  community.  Typical  user  group  activities 
include  demonstrations  of  new  products  and  the  sharing  of  problems  and 
solutions.  Several  types  of  user  groups  may  be  beneficial,  including: 

General  groups  (e.g.,  microcomputer  users'; 

Product  specific  groups: 

Generic  function  groups  (e.g.,  financial  planners). 


In  addition,  these  groups  may  be  organized  on  the  local  installation  or 
reg i ona ]  1  eve i . 
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User  groups  have  been  used  successfully  at  White  Sands  Missile  Range 
for  more  than  twenty  (20)  years.  Four  (4)  different  groups  currently  meet: 
(1)  Work  Place  Automation  (WAS);  (2)  microcomputer;  (3)  Intel;  and  (4) 
scientific  and  engineering  users.  User  groups  meetings  are  scheduled 
morthly  during  duty  hours.  The  first  half  of  the  hour-long  meetings  are 
devoted  to  a  formal  presentation  by  a  subject  matter  expert.  The  last  half 
of  the  meeting  takes  the  form  of  a  roundtable,  where  users  share  problems, 
solutions,  and  lessons  learned.  Meetings  are  advertised  in  the  weekly 
installation  newspaper,  and  on  bulletin  boards. 

The  Fort  Stewart  User  Group  is  scheduled  to  meet  on  the  third 
Wednesday  of  each  month  during  regular  working  hours.  The  stated  purpose 
of  the  meetings  is  to: 

"provide  for  information  interchange,  discussion  of  application 

developments,  and  any  other  items  useful  to  the  group  as  a  whole.” 

All  microcomputer  users  are  invited  to  attend  and  anyone  having  an  item  of 
interest  may  have  it  placed  on  the  agenda.  Speakers  are  usually  obtained 
for  these  meetings.  The  IC  maintains  a  library  of  public  domain  software 
under  the  auspices  of  the  user  group.  This  software  is  available  to  users 
without  charge.  Users  having  an  application  that  is  of  such  general 
application  that  it  may  be  utilized  by  other  users  in  the  group,  are  urged 
to  submit  the  application  for  inclusion  in  the  library.  Forms  and 
instructions  for  documentation  and  submission  have  been  distributed  to  the 
user  group  members.  Minutes  of  each  meeting  are  distributed  to  all  users, 
and  may  contain  copies  of  other  articles,  notices,  or  announcements  of 
general  interest.  Appendix  F  contains  examples  of  user  group  related 
correspondence.  Demonstrations,  other  than  to  the  user  groups,  are 
scheduled  on  an  ad-hoc  or  as  requested  basis. 

Even  though  the  installation  may  have  an  existing  library  which  houses 
technical  reference  materials,  ICs  generally  provide  reference  materials 
for  the  convenience  of  their  users.  A  technical  library  within  the  IC  pro 
vides  a  resource  for  both  the  user  and  the  IC  staff.  Depending  upon  the 
information  systems  activities  at  a  specific  installation,  technical 
libraries  may  range  in  size  from  a  few  periodicals  on  a  shelf  to  a  full- 
service  library.  Before  the  IC  opens,  decisions  must  be  made  about  the 
contents  and  administrative  procedures  of  the  technical  library.  The 
library  could  include: 

Manuals,  books,  and  periodicals; 

Hardware  and  software  manuals; 

Commercial  software  products  for  hands-on  trials: 

Public  domain  software; 

Applications  developed  by  end  users; 

Books  on  specific  hardware  and  software  products; 

Computer  periodicals: 
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Reference  guides; 

Vendor  literature; 

Article  files. 

The  IC  will  need  to  determine  during  the  planning  phase  if  the  library 
materials  can  be  checked  out  and,  if  so,  for  how  long.  It  may  also  decid*- 
that  all  the  materials  are  to  be  used  only  for  reference  within  the  IC. 
Another  option  the  IC  may  elect  is  to  combine  these  strategies.  Some 
materials,  either  because  of  their  cost  or  popularity,  may  be  designated 
for  reference  use  within  the  IC,  while  others  may  be  checked  out.  Because 
of  software  licensing  restrictions  and  as  a  precaution  against  piracy,  it 
is  not  generally  considered  wise  to  make  software  products  available  for 
lending  (except  for  public  domain  software!. 

Many  ICs  are  involved  in  some  aspect  of  the  procurement  process.  The 
3 C  may  become  involved  in  the  process  in  several  ways,  including: 

Establishing  guidelines  and  standards; 

Justification  preparation; 

Procurement  review  and  authorization; 

Negotiating  purchases  or  requests  for  bids; 

Vendor-  liaison: 

Product  distribution; 

Product  repair  and  maintenance; 

COR/COTR  responsibilities. 

The  Fort  Stewart  IC  is  involved  in  the  procurement  of  micros  through 
the  following:  (1)  determining  technical  configuration  with  the  user, 
specifically,  will  it  work  as  the  users  anticipates,  and  does  it  fit  the 
standard  information  architecture,  (2)  receiving  the  equipment  and  ven 
fvmg  working  order,  (3)  issuing  the  hardware  and  software  to  the  user,  and 
■1  conducting  a  four-hour  introductory  course  at  the  time  of  delivery.  In 
addition,  the  IC  maintains  an  automated  report  entitled  the  DOIM  DPI  In¬ 
ventory-Hand  Receipt  Report.  This  report  lists  all  equipment  and  software 
with  the  associated  costs  and  serial  numbers. 

The  IC  at  Fort  Monroe  has  implemented  procedures  so  that  the  user  can 
describe  his  functional  requirements,  and  can  be  automated  without  the  need 
to  understand  ADP  acquisition  or  equipment  configuration.  An  outline  for 
the  basic  functional  requirements  for  automation  support  is  found  in 
Appendix  F.  The-  process  includes  the  following  steps:  (1)  define 
requirements;  (2'  IC  recommends  configuration;  (3)  submit  documentation  for 
approval;  '4'  submit  request  for  procurement;  (5'  perform  site  survey:  G' 
equipment  delivery;  (7)  inventory  and  hand  receipt  to  user;  and  (8) 
ejuipm^nt  installation. 


The  sequence  for  procurement  of  ADP  resources  at  Fort  Hood  is  as 
follows:  (1)  user  identified  need;  (2)  IC  analyst  helps  user  identify 
requirements;  (3)  user  completes  capabilities  requirements  form  (a  copy  is 
located  in  Appendix  F);  (4)  requirement  goes  to  the  plans  and  management 
office  for  approval;  (5)  requirement  goes  to  automation  division  chief  who 
transfers  it  to  a  program  analyst  when  it  is  mainframe  related,  or  to  the  1C 
when  it  is  PC  related;  (6)  the  IC  configures  the  system;  (7)  the 
configuration,  a  project  design  plan,  and  a  dollar  estimate  go  to  the  us<-r 
for  review;  (8)  item  ordered;  (9)  user  receives  training;  and  (10)  IC 
provides  installation  assistance. 

Although  this  is  primarily  the  concern  of  the  GPCSC  and  SCEC  the  IC 
may  test  and  evaluate  specific  products  for  the  installation,  or  individual 
users.  In  some  cases  the  IC  may  decide  to  recommend  a  standard  product;  in 
others,  the  IC  evaluations  are  made  available  to  support  the  decision 
making  of  the  users.  The  IC  may  also  create  general  policy  and  guidelines 
regarding  the  selection  of  hardware  and  software  products. 

The  IC  may  prepare  or  assist  in  the  preparation  of,  a  written 
justification  and  cost  analysis  to  fund  the  purchase  or  lease  arrangements. 
Some  ICs  require  that  they  review  and  authorize  all  hardware  and  software 
procurements,  or  those  above  a  certain  threshold.  Knowing  what  products 
are  in  use  in  the  installation  enables  the  DOIM  to  manage  its  resources 
better.  Also,  during  the  review  process,  the  IC  may  have  the  opportuni  ty 
to  combine  user  requests  and  negotiate  a  lower  price  based  on  volume. 
Alternatively,  the  IC  may  serve  as  a  liaison  between  the  vendor  and  the 
user  to  ensure  that  the  user’s  technical  requirements  are  met  with  the  best 
possible  product  at  the  best  possible  price. 

As  a  part  of  its  procurement  activities,  the  IC  may  negotiate  and 
maintain  a  central  maintenance  contract  for  equipment.  While  the  cost 
savings  of  a  large  contract  may  be  significant,  the  inventory  control 
system  required  would  also  be  significant.  A  more  practical  alternative 
may  be  to  diagnose  when  a  product  requires  repair  and  then  to  arrange  for 
the  repair. 

Administrative  support  provided  to  the  installation  is  described 
below.  Possible  areas  of  support  include: 

Mainframe  interface; 

Mainframe  administration; 

Production  support; 

Information  management  planning. 

Although  the  IC  mandate  to-date  is  to  support  microcomputer  end  users, 
it  may  provide  services  to  support  end  users’  access  to  mainframes.  The  IC 
may  provide,  for  example,  the  following  services  to  its  users: 

Access  to  Army  corporate  databases; 

Mainframe  workstations; 
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Time-sharing  terminals; 

Downloaded  data  from  the  mainframe  for  manipulation  on  the  micro; 
Links  to  remote  computer  services. 

However,  there  are  occasions  when  an  IC  will  need  to  (or  will  choose 
to)  support  mainframe  administration.  The  benefit  of  this  involvement 
is  the  increase  in  end  user  awareness  of  the  larger  computing  picture. 
Mainframe  administration  areas  include: 


Data  administration  and  management; 

Data  dictionary  management; 

Issuing  log-on  IDs  and  passwords; 

Allocating  disk  work  space; 

Establishing  profiles  of  data  stored; 

Documenting  update/backup/recovery  procedures. 

ICs  may  support  the  production  activities  of  the  installation  in 
several  ways.  The  IC  may  provide  equipment  which  can  be 

Scheduled  in  the  IC  on  an  on-going  basis; 

Scheduled  on  a  one-time  basis  for  priority  projects; 

Loaned  in  the  event  of  equipment  failure; 


Loaned  temporarily. 

To  support  the  installation,  the  IC  may  house  special  graphics  equip 
ment  which  could  not  be  justified  for  a  single  application  but  would  be 
cos*  effective  if  shared.  The  same  philosophy  holds  for  other  peripherals 
such  as  high-speed  printers,  letter-quality  printers,  hard  disks,  etc. 

The  IC  may  become  involved  in  one  or  more  aspects  of  information 
management  planning,  such  as  office  automation  efforts  or  electronic  mail. 
The  staff  may  contribute  to  these  planning  efforts,  or  the  IC  may  be 
involved  in  supporting  these  efforts  through  training  and  dissemination 
of  1 nf  ormat 1  on . 


■1.5.6  Agerd  of  Change 

As  an  agent  of  change,  the  1C  provides  a  means  of  introducing  new 
technology  and  methods  into  the  workplace.  This  ensures  that  state-of  tin 
art  technology  is  effectively  introduced  into  the  installation. 
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For  change  to  take  place  there  must  be  a  sponsor,  who  legitimizes  the 
change;  the  agent,  who  introduces  and  implements  the  change;  and  the  tar¬ 
get,  who  must  change.  New  technology  will  be  accepted  much  more  readily 
if  the  target  of  change  sees  the  benefits  of  the  technology.  Therefore, 
any  introduction  of  new  technology  must  include  a  convincing  demonstration 
of  how  the  technology  will  help  the  user. 

It  is  the  role  of  the  TC  to  introduce  new  technology  into  the 
organization.  The  IC  can  provide  current  technology  awareness  through 
several  mechanisms: 

Equipment  display  areas; 

Demonstrations  in  the  IC; 

Presentations  at  staff  meetings; 

A  component  of  regularly  scheduled  courses; 

Special  courses  or  technology  updates; 

Newsletter  articles; 

Information  files; 

Making  available  the  results  of  product  testing  and  evaluation. 


4.6  DEVELOP  STRATEGIC  PLAN 


The  strategic  plan  documents  the  planning  process  and  describes 
the  major  events  which  must  take  place  to  accomplish  the  implementation 
and  operation  of  the  IC.  Specifically,  the  plan  includes: 

Background  information; 

A  summary  of  the  data  gathered  and  decisions  made  at  each  step 

of  the  planning  process; 

A  description  of  the  implementation  process  and  schedule; 

A  strategy  for  operating  the  IC: 

Definition  of  how  success  will  be  measured; 

A  projection  of  he  future  development  of  the  IC. 

The  implementation  section  of  the  plan  assigns  responsibility  for  each 
of  th*3  activities,  and  sets  a  schedule  of  events.  Typical  events  to  be 
included  in  the  schedule  are  identification  and  training  of  IC  staff, 
identification  of  training  classes  and  courseware  for  the  classes, 
preparation  of  the  IC  facilities,  procurement  of  equipment  and  materials, 
and  advanced  announcement  of  the  opening  of  the  facility. 


The  plan  also  describes  how  the  Center  will  be  operated  to  ensure  that 
services  are  responsive  to  user  needs.  It  identifies  the  mission,  goals, 
and  objectives  established  for  the  Center,  and  the  methods  that  will  be 
used  to  demonstrate  the  accomplishment  of  the  same.  The  strategic  plan 
also  projects  the  future  needs  of  the  installation  and  the  associated 
impact  on  the  IC  in  such  areas  as  staffing,  service  offerings,  facility 
requirements,  and  center  operations. 


CHAPTER  5.0 


IMPLEMENTATION  PHASE 


During  the  first,  or  planning  phase  the  IC  committee  examined  how  the 
IC  could  best  meet  the  needs  of  the  organization.  If  that  preparatory 
phase  provides  the  foundation  of  the  IC,  the  implementation  phase  provider, 
the  framework.  This  second  phase  focuses  on  the  activities,  policies,  and 
procedures  that  will  prepare  the  IC  for  on-going  operations.  The  exper 
iences  of  six  Army  installations  (Fort  Stewart,  Georgia;  Fort  Monroe, 
Virginia;  White  Sands  Missile  Range,  New  Mexico;  Rock  Island  Arsenal, 
Illinois;  and  Fort  Ord,  California)  are  presented. 

The  following  activities  need  to  be  completed  during  the  Implementa 
tion  Phase: 

Select  and  train  staff; 

Determine  and  acquire  supported  products; 

Facility  design  and  site  preparation; 

Establish  operating  policies  and  procedures: 

Implement  and  evaluate  prototype  IC. 


5 • 1  §ELECT_AVD_TRAIN_STAFF 


After  the  planning  phase  is  completed,  the  first  priority  is  to  det 
ermine  how  the  IC  will  be  staffed,  and  then  to  identify  and  assign  person¬ 
nel.  Staffing  early  in  the  implementation  phase  allows  for  staff  orienta 
tion  and  will  provide  the  manpower  necessary  to  accomplish  the  remaining 
activities  of  the  second  phase.  It  is  not  the  intent  of  this  guide  to 
indicate  where  IC  staff  will  be  obtained,  but  rather  to  provide  some  sug¬ 
gestions  regarding  strategies  for  staffing  the  IC.  Examples  of  how  Army 
installations  have  staffed  their  Centers  are  also  included.  Staffing 
activities  and  considerations  include: 

Factors  impacting  staff  size; 

Staff  qualifications; 

Government  classification  series; 

Sources  of  staffing; 

Staff  responsibilities  and  roles: 

Staff  training; 

Staff  retention  and  morale. 


5  1 


*71  mi  <  w raw  IW  V 


•  V  •'Tf  - 


“  rw  •  rv  l.-w 


5.1.1  FACTORS  IMPACTING  STAFF  SIZE 


Unfortunately  there  is  no  set  formula  for  determining  the  size  of  an 
1C  staff.  A  number  of  factors  impact  staff  size: 

Requirement  to  support  micro  activity; 

Other  IMA  technologies  supported  by  the  IC; 

Number  and  breadth  of  services  offered; 

Size  of  the  user  community; 

Level  of  computer  literacy  of  the  user  community; 

Number  and  diversity  of  user  projects  supported; 

Available  resources. 

Given  the  extent  of  services  offered  by  the  typical  IC,  experience  in 
industry  and  in  government  agencies  indicates  five  professional  staff 
members,  on  the  average,  are  needed.  The  range  is  from  one  to  eighteen. 

The  range  of  staff  size  in  typical  Army  installations  is  from  one  to 
fourteen  (see  also  Appendix  E).  When  planning  for  staffing,  some  organ 
izations  develop  ratios  of  IC  staff  to  users.  These  formulae  vary  widely, 
from  one  staff  member  for  every  10  users,  to  one  staff  member  for  every  150 
users.  While  staff  size  may  be  related  to  the  size  of  the  user  community, 
ultimately  the  needs  of  the  installation  dictate  the  staff  size. 


5.1.2  St aff_Responsibi 1 i t ies_and_Roles 


Staffing  is  critical  to  the  success  of  any  organization.  Like  any 
service  organization,  the  reputation  of  the  IC  will  be  created  by  the 
individuals  who  staff  it.  The  IC’s  services  should  be  determined  before 
planning  staffing  requirements.  The  specific  responsibilities  and  skills 
of  the  staff  will  be  dictated  by  the  services  to  be  provided  by  the  IC. 

The  responsibilities  of  the  IC  staff  are  considerable,  and  may  include: 

Assisting  users  in  selecting  correct  products  for  their  applica- 
t  i  ons ; 

Providing  education  in  the  form  of  training  courses  and  seminars: 

Providing  administrative  support  such  as  log-on  IDs  and  passwords: 

Arranging  for  access  to  authoi lzed  data  and  providing  extracts  of 
that  data  as  requested; 

Providing  direct  support  in  problem  solving,  documentation  tech 
mques ,  debugging,  test  and  evaluation,  security  and  privacv 
requirements,  etc.; 


5  2 


Interfacing  with  other  DP  divisions  on  behalf  of 
the  users; 

Assisting  users  in  planning  and  justifying  end-user  computing 
resource  usage  and  acquisition; 

Providing  technical  support  in  resolving  problems  related  to  the 
hardware  or  software,  or  system  or  product  enhancements; 

Evaluating  new  technology  to  determine  its  applicability. 


How  staff  functions  are  combined  into  positions  may  vary  based  upon 
the  number  of  staff  slated  for  the  IC.  The  following  functions  should  be 
covered: 


Center  administration  and  management; 

Marketing; 

Hardware  and  software  consulting: 

Training; 

Administrative  support. 

The  organization  chart  of  the  Fort  Ord  IC  (Figure  5-11  indicates  how  a 
staff  organization  has  been  structured  at  one  installation.  While  each  of 
these  individuals  would  have  specific  areas  oi  responsibility,  some  act¬ 
ivities  may  overlap.  At  Fort  Ord,  for  example,  the  six  civilian  staff 
members  are  all  GS  334  series.  Two  are  designated  as  PC  trainers,  two  are 
responsible  for  on-line  support,  and  two  handle  hardware.  IC  management, 
PROFS  administration,  and  maintenance  are  tasked  to  specific  individuals. 
Although  training  is  the  primary  responsibility  of  the  PC  trainers,  they 
also  serve  as  consultants.  Because  he  already  knows  the  individual,  a  user 
may  feel  more  comfortable  asking  a  technical  question  of  his  instructor, 
than  the  officially  designated  IC  consultant. 


5.1.3  Staff  Qualifications 


Two  basic  qualifications  are  needed  for  all  staff  members  of  the  IC: 
communication  skills  and  technical  skills.  Solid  technical  skills  cor 
responding  with  the  needs  of  the  installation  are  the  backbone  of  an  IC. 
However,  for  the  IC  to  be  successful,  IC  staff  must  be  able  to  communicate 
technical  concepts  to  non  technical  personnel.  In  fact,  the  second  Cwrth 
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IC  Survey  reported  that  survey  participants  identified  coBBunication  skills 
as  the  aost  important  attribute  for  IC  staff. 

In  addition,  other  qualifications  for  staff  include: 

Interest  in  helping  users; 

Independent  work  habits; 

Self-starter; 

Creative  problem-solving  skills; 

Flexibility; 

Business  skills; 

Management  skills; 

Sales  skills; 

Training  skills; 

Organizational  ability; 

Team  player; 

Patience  and  persistence; 

Interest  in  keeping  current  with  technological  developments. 

5.1.4  Governmental  assif  ic§t  ion_Series 

Typically,  government  and  Army  ICs  include  some  of  the  following 
classification  series: 

♦Computer  Specialist  (334); 

♦Computer  Assistant  (335); 

Computer  Scientist  (1511'; 

♦Management  Analyst  (344); 

Communications  Specialist  (390); 

Program  Assistant  (301); 

Technical  Information  Specialist  (1412); 

Education  and  Training  Technician  (1702': 


Education  and  Vocational  Training  (1710); 

♦Training  Instruction  (1712); 

Clerk/Typist  (322). 

Sample  position  descriptions,  provided  by  Army  installations,  for  the 
series  marked  with  an  *  are  reprinted  in  Appendix  F. 

5.1.5  §yurces_for_St af f ing 

The  IC  may  be  staffed  by  installation  personnel,  or  a  combination  of 
installation  and  contract  personnel.  ICs  at  installations  with  a  large 
military  presence  often  include  military  personnel  on  their  staff.  Three 
of  the  case  study  sites,  described  in  Appendix  E,  have  military  personnel. 
The  manager  at  one  of  these  sites,  Fort  Hood,  is  a  military  officer. 

Figure  51  shows  how  military  and  civilian  personnel  are  integrated  into 
the  Fort  Hood  IC  organizational  structure.  The  IC  at  Ford  Ord  uses  mil 
it  ary  personnel  to  man  the  help  desk. 

If  the  IC  decides  to  use  in-house  staffing,  it  can  structure  the  staff 
in  several  ways.  The  IC  may  want  to  establish  a  core  staff  and  to  supple¬ 
ment  the  staff  through  shortterm  details  from  other  functional  areas  on  a 
rotating  basis.  This  structure  has  two  advantages: 

The  number  of  permanent  staff  needed  for  the  IC  may  be  smaller; 

Functional  members  return  to  their  respective  areas  as 
"super  users"  who  can  provide  on  going  support  to  their 
units  and  possibly  reduce  some  of  the  demands  for  services 
placed  upon  the  IC.  These  individuals  would  be  the 
first  source  of  assistance  for  users  within  their 
functional  areas. 

There  are  some  inherent  dangers  in  the  concept  of  the  "super  user," 
both  with  respect  to  the  initial  identification  of  the  individual  and  with 
respect  to  his  future  availability’.  For  example,  the  person  initially 
selected  for  rotation  to  the  IC  may  be  the  one  who  can  best  be  spared 
(e.g.,  all  the  "good"  people  cannot  be  spared).  Upon  his  return  from 
rotation,  the  "super  user"  may  become  so  involved  with  helping  other  micro 
computer  users  that  this  activity  has  a  negative  impact  on  his  job 
performance. 

Staffing  some  services  of  the  IC  with  contract  personnel  may  provide 
needed  flexibility.  For  example,  when  the  IC  opens  it  may  be  difficult  to 
predict  the  exact  level  of  staffing  required.  Under  a  contract  arrange 
ment  ,  provisions  can  be  made  to  add  or  delete  staff  as  needed.  In  add 
ltion,  contractor  staffing  eliminates  the  need  for  the  installation  t o 
establish  personnel  slots  for  the  IC,  and  unsatisfactory  individuals  can  be 
terminated  more  easily.  The  help  desk  at  Fort  Monroe  is  staffed  by  con 
tract  personnel;  Rock  Island  Arsenal  uses  contract  personnel  to  provide 
training. 


5.1.6  Staff_Training 


The  training  needs  of  the  staff  will  vary  depending  upon  their  back 
grounds  and  the  products  and  services  supported  by  the  IC.  Because  of  the 
service  orientation  of  the  IC,  all  staff  will  need  to  enhance  their  com 
munication  skills.  In  addition,  staff  orientation  and  training  should 

incl-.  e: 

Installation  mission; 

IC  concept; 

IC’s  mission,  goal,  and  objectives; 

Hardware  and  software  products  supported  by  the  IC: 

Standard  operating  policies  and  procedures. 

Because  the  approach  of  the  IC  will  be  unfamiliar  to  most  staff,  new 
employee  orientation  should  include  a  session  on  the  IC  concept.  Special 
emphasis  should  be  placed  on  the  fact  that  the  IC  and  its  staff  exist  to 
serve  the  user.  The  IC  staff  must  know  (or  findl  answers  to  users  problems 
but,  for  the  IC  to  be  successful,  the  staff  must  also  be  perceived  as  ap¬ 
proachable,  helpful,  and  able  to  explain  answers  in  non- teohni ral  terms. 

The  salesperson's  adage,  "The  customer  is  always  right,"  applies  to  the  IC 
as  well. 

Before  support  on  hardware  and  software  products  can  be  provided  to 
installation  users,  the  IC  staff  must  be  trained  to  use  the  products.  The 
depth  of  expertise  required  for  each  product  will  vary  depending  on  how 
widely  it  is  used  in  the  installation.  If  the  IC  plans  to  promote  product? 
that  are  not  currently  in  use,  the  staff  must  also  have  the  expertise 
required  to  convince  users  that  the  product  delivers  what  it  promises. 
Various  activities  will  enable  the  staff  member  to  become  proficient  with 
the  product.  He  car  become  familiar  with  the  overall  scope  of  the  product 
through  a  class,  demonstration,  or  self-study.  Installing  the  product  will 
broaden  his  technical  perspective.  Writing  start-up  instructions  for  the 
end  user  will  force  the  staff  member  to  look  at  the  product  from  the  user’s 
perspective.  To  become  thoroughly  familiar  with  a  software  product,  he 
should  also  work  with  several  typical  applications  to  broaden  his  knc.  vledge 
of  the  package.  Time  and  responding  to  user  inquiries  will  further  develop 
staff  expertise. 

In  addition  to  developing  product  expertise,  this  training  format  has 
another  advantage.  When  the  staff  member  develops  start-up  instructions 
for  the  end -user,  he  is  also  producing  an  important  product  for  the  IC. 
These  instructions  may  be  gathered  into  hardware  and  software  procedural 
notebooks  which  will  provide  a  valuable  reference  for  both  staff  and  users. 

Product  specialists  may  be  identified  based  upon  previous  experience 
and  individual  interest  although,  ultimately,  the  IC  will  need  to  provide 
support  for  all  the  products  in  use  at  the  installation.  If  the  IC  uses 
the  concept  of  levels  of  support  presented  in  Section  5.3.3  the  same  matrix 
(Figure  5  1'  can  also  serve  as  a  training  plan.  Those  supporting  a  product 
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on  an  introductory  level  may  not  require  any  formal  training,  while  those 
providing  advanced  support  will  probably  need  classroom  training  and  sign 
ificant  hands-on  experience. 

Maintaining  a  high  level  of  technical  expertise  when  technological 
advances  occur  continually  is  of  utmost  concern  to  the  IC.  Consequent  1 \ , 
staff  training  and  development  plans  must  be  established.  IC  staff,  in 
order  to  stay  current  with  the  latest  technical  developments,  may  require 
substantial  training.  Seminars,  conferences,  and  product  demonstrations 
will  contribute  to  maintenance  of  proficiency.  In  addition,  the  avail 
ability  of  the  resources  of  a  Technical  Library,  described  in  Section 
4.5.5,  is  desirable.  Assigning  personnel  to  be  responsible  for  specific 
products  and  journals  will  help  to  develop  product  specialists  and  will 
spread  the  responsibility  of  keeping  current  with  the  technology  among  the 
staff. 

It  is  also  essential  that  staff  be  thoroughly  familiar  with  the  IC’s 
Internal  Standards  and  Procedures  Manual.  This  will  enable  them  to  re¬ 
present  the  IC  and  its  capabilities  accurately,  to  ensure  that  required 
records  are  kept,  and  to  help  guarantee  adherence  to  policies  and  pro¬ 
cedures.  If  the  user  is  handled  in  an  organized  manner,  made  possible  by 
standards  and  procedures,  he  will  feel  comfortable  and  confident  in  the  IC. 
In  addition,  he  will  know  what  to  expect  on  subsequent  visits  to  the  1C. 


5.1.7  St af f_Ret ent ion_and_Moral e 

The  selection  and  development  of  a  good  stuff  is  not  enough  to  guar¬ 
antee  high  performance  on  an  on- going  basis.  The  IC  must  provide  the  means 
foi  the  staff  to  maintain  professional  competence  and  must  develop  mean 
ingful  career  options  for  them.  An  upward  mobility  program  developed  by 
the  MIl.PERi'TN  IC  is  reprinted  in  Appendix  F.  Training,  both  formal 
training,  and  experience  provided  on  the  job  is  another  way  to  sustain 
staff.  The  working  environment  of  the  Center  is  stressful  because  of 
constant  user  demands.  Therefore,  periodically  the  IC  manager  will  need  to 
ask  the  staff  to  focus  on  the  big  picture. 


5.2  THE  IC  FACILITY 


The  tasks  associated  with  establishing  and  furnishing  the  physical 
facility  are  placed  early  in  the  implementation  phase  because  of  the  lead 
t  inv  required  to  procure  products,  and  perform  any  necessary  site  renov 
ations.  During  the  implementation  phase,  the  IC  should  identify,  order, 
and  install  furniture,  hardware,  software,  or  other  items  dictated  by  its 
service  offerings,  and  submit  any  work  orders  need  to  prepare  the  site  for 
the  IC. 


5.2.1  Deterging  and  Acquire  Supported  Products 


Potential  products  to  be  supported  by  the  IC  will  be  identified  during 
the  planning  phase  based  on:  installation  standards,  the  user  needs  survey, 
and  the  services  offered  by  the  IC.  The  IC  can  compile  a  wish  list,  and 
determine  priorities  for  making  purchases.  Some  items,  multiple  copies  for 
classroom  ’se,  for  example,  may  be  needed  immediately.  Others,  such  as  a 
projection  unit,  would  be  ideal,  would  not  be  considered  essential.  A 
generic  shopping  list  could  include: 

Copies  of  standard  software  packages; 

Computer-based  and/or  video  based  tutorials; 

Standard  hardware  and  peripherals: 

Terminals; 

VCR; 

Graphics  hardware  and  software; 

Projection  system  (overhead,  slide,  or  large  screen); 

Reference  guides,  subscriptions,  and  other  library  materials; 

Surge  protectors; 

Related  supplies  (printer  paper,  plotter  pins,  diskettes). 

The  IC  may  acquire  hardware  and  software  products  through  purchase, 
vendor  loan,  installation  loan,  or  surplus.  Vendors  are  often  eager  to 
lend  products  to  the  IC.  However,  the  IC  sbou1d  have  a  formal  agreement 
indicating  a  specificied  loan  period,  and  a  procedure  for  equitable  treat¬ 
ment  of  all  vendors.  ICs  also  borrow  equipment  from  the  user  community, 
for  short  periods  of  time.  For  example,  Fort  Ord  borrows!  six  computers 
from  users  to  furnish  its  training  facility,  until  it  was  able  to  procure 
its  own  equipment.  Surplus  equipment  can  be  used  in  the  Center,  even  if  it 
is  outdated.  In  its  demo  area,  the  Fort  Stewart  maintains  most  of  the 
conf igurat ions  still  in  use  in  the  installation.  This  allows  the  staff  to 
replicate  a  users  situation,  when  they  seek  to  resolve  his  problem. 


5.2.2  Fac i 1 i ty_Des i ^n_and_S 1 t e_Preparat ion 

Planning  the  physical  facility  of  the  1C  includes  three  key  consider:! 
t i mis :  location,  space  allocation,  and  necessary  renovations. 

Convenient i  is  the  most  important  requirement  for  selecting  the  lota 
tion  of  an  IC.  If  the  IC  is  located  near  the  user’s  work  site,  it  will  f 
easier  for  him  to  take  advantage  of  the  IC’s  services.  A  survey  of  Arno 
microcomputer  users  indicates  that  users  go  to  the  most  onvenient  source 
wNen  seeking  microcomputer  assistance.  The  IC  should  be  located  on  a  rout* 
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that  receives  heavy  foot  traffic.  Such  a  highly  visible  location  markets 
the  IC  to  potential  users  who  may  miss  other  marketing  efforts:  it  invites 
the  attention  of  the  curious. 

The  space  must  be  large  enough  to  accommodate  all  of  the  services  the 
IC  will  offer.  Although  much  of  the  space  can  be  multi-functional,  ideally 
the  space  should  also  be  divided  into  areas  appropriate  for  the  various 
services,  i.e.,  a  large  area  for  group  training  or  demonstrations,  a  more 
private  space  for  one-on-one  training  or  consultations.  Staff  work  areas 
and  storage  space  must  also  be  identified.  The  use  of  modular  furniture  to 
divide  the  space  promotes  flexibility,  which  may  be  important  as  the  an 
vices  of  t lie  IC  evolve  with  the  needs  of  the  installation. 

Once  the  space  has  been  identified  and  divided  into  functional  areas, 
substantial  effort  will  likely  be  required  to  provide  a  conducive  work 
environment  and  to  satisfy  the  physical  requirements  of  the  technology. 
Because  new  users  may  be  hesitant  and  resistant  to  computer  technology  and 
because  of  the  physical  stress  associated  with  using  computer  screens  and 
keyboards,  every  possible  effort  must  be  made  to  give  the  IC  an  inviting 
and  comfortable  work  environment.  Human  factors  to  consider  and  plan  for 
include  non-glare  lighting  (adjustable  if  possible),  privacy  at  the  work 
station,  and  easily  adjustable  chair,  keyboard,  and  screen  heights. 

In  addition  to  consideration  for  the  user  wtien  the  IC  facility  is  being 
planned,  requirements  of  the  technology  must  be  incorporated  into  the 
design,  such  as  the  following: 

Supplemental  el  e^t  r  i  ci  t  v : 

A 1 r-condi t ion  1 ng : 

Static  electricity  control: 

Physical  security; 

Disaster  altering; 

Ducts  or  other  provisions  for  routing  cables. 

Supplemental  electricity  and  air-conditioning  must  often  be  provided 
in  order  to  make  an  existing  space  usable.  A  separate  power  supply  may  be 
needed  to  avoid  vol*age  deviations  and  to  assure  adequate  supply.  In  addi 
tion,  raceways  for  the  power  supply  provide  an  ideal  solution  for  the  need 
to  supply  current  to  numerous  pieces  of  equipment  and  yet  maintain  a  neat 
appearance.  Careful  consideration  must  be  given  to  the  placement  of  sup¬ 
plemental  air  condi  t  ionmg  units  because  these  units  are  often  extremely 
n.isy.  Because  static  electricity  can  destroy  computer  data,  space  plan 
rung  should  incorporate  options  for  reducing  static.  Possible  solutions 
ar  e  : 

A  humidifier  (connected  with  the  air  conditioning  system^ ; 

Anti -static  mats  and  sprays 


Provisions  for  the  protection  of  the  cables  used  to  interconnect  the 
components  of  computer  systems  must  be  made.  Options  include  either  over 
head  cable  trays  (with  or  without  a  dropped  false  ceiling)  or  raised  deck 
ing  to  permit  cable  installation  below  the  flooring. 

While  the  space  is  being  renovated  to  accommodate  the  equipment,  it  is 
the  ideal  time  to  make  any  physical  changes  required  to  ensure  the  security 
of  the  equipment.  These  changes  may  include  dead  bolt  locks,  alarm  sys 
terns,  window  locks,  and  heavy  screens  and/or  bars. 

figure  5-2  illustrates  the  layout  of  the  support  center  facilities  at 
the  Nuclear  Regulatory  Commission.  Classroom  areas  arc  located  in  a  sep 
arate  facility. 

5.3  ESTABLISH  OPERATING  POLICIES  AND  OPERATING  PROCEDURES 


Operating  policies  and  procedures  fall  into  two  categories:  those  that 
define  the  internal  operation  of  the  IC,  and  those  that  define  its  external 
operation.  Internal  procedures  may  include  file  naming  conventions  used  by 
the  staff,  for  example.  External  procedures  may  define  how  long  a  user  can 
keep  a  periodical  he  has  checked  out  of  the  library. 

5.3.1  InternalOperat ing_Policies_and_Procedures 

While  a  published  external  policies  and  procedures,  or  user’s  guide, 
should  contain  a  statement  of  the  IC’s  mission  and  objectives,  the  internal 
manual  should  include  what  will  be  done,  how  it  will  be  done,  and  by  whom. 

It  should  be  written  as  a  procedural  guide  from  the  viewpoint  of  the  IC 
staff;  for  example,  while  the  User’s  manual  may  explain  that  a  potential 
user  must  obtain  a  log-on  ID  from  the  IC,  the  internal  guide  should  tell 
procedurally  just  how  this  can  be  accomplished.  Formal  written  procedures 
help  ensure  the  smooth  administration  of  the  IC  so  that  administrative 
difficulties  do  not  interfere  with  the  service  provided  to  the  user.  The 
standards  and  procedures  should  include: 

Individual  responsibilities  of  each  staff  member; 

Procedures  for  determining  user  services  required  and  criteria 
for  selection  of  applications  to  be  supported: 

Procedures  for  establishing  training  courses,  scheduling  courses, 
and  evaluating  training  results; 

Procedures  for  providing  direct  assistance  such  as  manning  the 
help  desk,  informal  and  formal  consulting,  etc.; 

Procedures  for  monitoring  and  enforcing  data  security  and  privacy 
regulat ions ; 
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Procedures  for  monitoring  and  enforcing  microcomputer  hardware 
and  software  security  policies; 

Procedures  for  providing  technical  support  in  testing  new 
products,  investigating  hardware  and  software  problems,  etc.; 

Procedures  for  obtaining  Data  Processing  assistance  for  data 
extracts,  database  backup  and  restores,  and  distribution  of 
outputs ; 

Procedures  for  resource  planning,  control,  and  justification; 
Procedures  for  marketing  of  the  IC; 

Administrative  procedures  such  as  log-on  ID  assignment, 
job  accounting,  internal  reports,  ordering  hardware, 
software,  supplies,  manuals,  etc.; 

Procedures  for  measuring  IC  effectiveness; 

Procedures  for  internal  staff  career  advancement  and  training; 

Procedures  for  contacting  external  activities  such  as  the 
GPCSC  for  assistance. 


5.3.2  Ext ernal_Operat ing_Pol icies_and_Procedures 

It  is  important  to  establish  and  document  the  IC’s  policies  and  pro¬ 
cedures  so  that  users  expectations  are  accurate.  A  user’s  manual  is  an 
ideal  way  to  make  this  information  available  to  the  user.  Relevant  sec¬ 
tions  should  be  posted  in  the  Center.  The  following  polices  and  procedures 
should  be  defined: 

Hours  of  operation; 

Hardware/software/library  loan; 

Security; 

Levels  of  support; 

Admi 1 1  ance/'sign-  in ; 

Scheduling  center  services: 

IC  responsibilities; 

User  responsibilities. 

Most  ICs  are  open  normal  installation  working  hours.  Fort  Monroe 
recently  extended  its  help  line  support  into  the  evening  hours.  Some 
centers  use  answering  machines  to  record  calls  for  assistance  after  hours. 
An  IC  with  a  small  staff  will  not  be  able  to  operate  for  as  many  hours  as 
the  Center  that  can  stagger  staffing. 

5-13 


'W.V.W 


|T.W 


If  the  IC  loans  hardware,  software,  or  library  materials  to  the  users, 
the  Center  will  need  to  specify  a  loan  period.  Most  commerical ly  available 
software  comes  with  copy  right  restrictions.  To  protect  itself  legally, 
the  IC  should  require  the  user  to  sign  a  statement  indicating  that  he  will 
not  copy  the-  software. 

Software,  documentation,  and  other  IC  assets  are  relatively  portable. 
The  IC  may  want  to  post  specific  policies  restricting  the  kinds  of  mat¬ 
erials  that  can  be  brought  into  the  Center  (e.g.  briefcases,  diskettes'  to 
provide  security  to  its  assets.  The  IC  may  also  ask  the  walk-in  user  to 
follow  a  sign-in  procedure  requiring  positive  identification  and  statement 
of  intent . 

The  IC  should  consider  establishing  a  list  of  supported  products,  and 
to  describe  the  level  of  support  it  provides  for  each  product.  This  concept 
was  also  described  in  Section  5.1.6.  Under  this  concept  standard  products, 
in  wide  use  would  be  supported  more  fully  than  specialized  applications. 
Levels  may  be  defined  as  described  in  Figure  5  3. 


LEVEL  TYTF.OF_SyPPORT_PROyiDFn 

Advanced  Fully  supported:  all  questions  will  be  answered;  IC 

will  maintain  copies  of  hardware  and  software  for  demos 
and  hands-on  trials:  new  users  may  be  referred  to  a 
(new)  later  version  that  is  compatible  with  this 
(earlier!  version.  (For  example,  dBASE  III  has 
been  replaced  by  dBASE  III  +.  Current  users  of  dBASE 
III  receive  advanced  support,  but  new  users  will  be 
strongly  encouraged  to  implement  their  application 
using  dBASE  III  •* .  ) 

Intermediate  IC  staff  may  have  some  expertise,  but  no  in-house 

training  is  available;  no  on-site  hardware  or 
software  is  available  for  demos  or  hands-on  trials. 

Introductory  IC  has  literature  from  various  sources  and  contact 

points  outside  the  organization  that  may  be  con¬ 
tacted  for  assistance. 

Figure  5  3 


A  sample  support  structure  showing  staff  responsibilities  at  different 
support  levels  is  shown  in  Figure  5-4. 

Operating  policies  and  procedures  describe  the  services  offered  by  the 
IC  and  how  the  individual  can  use  those  services.  Are  training  forms  'e.g. 
'a  1556;  tequired0  Appoirtments  may  be  required  for  some  kinds  of  consul 
tations,  particularly  those  involving  application  needs  analysis,  for 
example . 


i  :VELS  OF  SUPPORT  -  Sample  Support  Structure 


XYZ  SOFTWARE  PRODUCT 

Highest  Level  ot  Support  Offered:  Introductory  Intermediate 

fdrrle  one) 


Advanced 


Introductory  Intermediate 


Advanced 


if  Manager 
Utnpuier  Specialist 
T  ton'ca!  Information  Specialist 
Training  Specialist 
C  1c  /  Typist 


FIGURE  5-4 


Operating  policies  also  describe  the  responsibilities  of  the  IC  and  of 
the  user  in  satisfying  the  users’  information  needs.  The  IC’s  respons 
ibilities  are  delineated  in  Section  5.1.2.  The  users,  in  order  to  achieve 
maximum  benefit  from  the  IC,  also  have  responsibilities: 

Attend  seminars  and  education  courses,  ensuring  that  any 
prerequisites  for  the  courses  have  been  met; 

Plan  and  justify  resources  used,  with  IC  assistance  as  requested. 
Code  own  applications  (depending  on  the  installation’s  policy^; 
Document  own  applications; 

Adhere  to  IC  programming/coding  guidelines  as  promulgated  in 
the  User’s  Manual ; 

Research  appropriate  manuals  to  resolve  own  debugging  or  infor¬ 
mational  questions  before  calling  for  help; 

Have  appropriate  documentation  ready  for  the  IC  consultant  when 
he/she  responds  to  a  request  for  assistance; 

Be  committed  to  principles  of  privacy,  security,  and  suitability 
for  usage  of  data; 

Understand  the  problem  from  its  business  perspective; 

Identify  the  data  needed; 

Develop  a  business  case  and  a  statement  of  benefits; 

Adhere  to  the  policy  prohibiting  software  piracy. 

The  table  of  contents  for  Fort  Monroe’s  Customer  Support  Division  SOPs 
is  found  in  Appendix  E. 

5.-1.  IMPLEMENT  AND  EVALUATE  PROTOTYPE  IC 


Whenever  it  is  feasible,  a  prototype  project  will  greatly  benefit  the 
IC.  The  prototype  should  be  selected  with  care,  because  the  project  needs 
to  be  successful.  For  example,  the  IC  may  select  a  branch  or  division 
which  has  a  keen  interest  in  implementing  end-user  computing.  This  project 
gives  the  staff  the  opportunity  to  test  how  its  procedures  work.  As  the 
internal  standards  and  procedures  are  implemented,  they  should  be  crit¬ 
ically  evaluated  to  determine  if  any  changes  need  to  be  made  before  the  IC 
opens  to  the  entire  installation.  The  prototype  project  also  gives  the  IC 
the  opportunity  to  demonstrate  its  capabilities  to  the  user  community.  In 
addition,  the  prototype  provides  the  IC  with  a  success  story  to  use  in  its 
initial  marketing  efforts. 


mu  w»  w  mJWKjn 


HJIIUMl  wwrwv 


CHAPTER  6.0 
OPERATIONAL  PHASE 


The  planning  and  implementation  phases  of  the  1C  are  designed  to 
provide  a  solid  base  for  the  actual  operation  of  the  IC.  Although  su!«- 
stantial  time  and  effort  necessarily  go  into  the  preparation  phases  of  the 
Center,  it  is  the  operational  phase  of  the  1C  that  will  be  most  visible  to 
the  installation.  Maintaining  a  service  facility  such  as  an  IC  requires 
the  Center  manager  and  staff  to  be  responsive  both  to  the  day-to-day  needs 
of  the  users,  and  to  the  evolving  needs  of  the  organization.  Successful 
operation  of  an  IC  demands  a  significant  commitment  to  the  entire  process 
of  planning,  implementing,  and  ultimately  operating  the  Center  on  an  on¬ 
going  basis. 


6.1  MARKETING 


The  opening  of  an  1C  often  creates  a  high  level  of  interest  that  can 
be  capitalized  on.  Planning  for  an  opening  day  or  event  requires  a  con¬ 
centrated  marketing  effort.  The  focus  of  this  marketing  is  to  create 
awareness  of  the  IC.  Special  announcements  to  the  media,  strategically 
placed  leaflets,  table  tents  in  the  NCO  Club,  and  posters  are  possible 
marketing  mechanisms.  Making  presentations  at  staff  meetings  and  special 
interest  groups  is  an  excellent  way  to  promote  awareness  and  increase 
interest . 

In  addition  to  special  announcements  about  the  opening,  the  IC  may 
also  prepare  an  IC  brochure,  the  first  newsletter,  and  a  slide  or  video 
show  to  be  used  both  in  the  initial  promotion  and  after  the  IC  has  opened. 
Information  included  in  communications  about  the  IC  could  cover: 

IC  concept  overview; 

IC  mission  and  goals; 

Introduction  of  IC  personnel; 

IC  services; 

Hardware  and  software  products  supported; 

Key  policies  and  procedures. 


6.1.1  Off icial_Opening 


Special 
start  of  the 
signi ficance 


opening-day  events  provide  a  highly  visible  focus  for  the 
IC.  Speakers;  representing  ISC  and  others,  will  connote  the 
of  the  IC.  Scheduled  or  on-going  demonstrations  of  hardware 
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and  software  products,  and  opportunities  for  hands-on  experience  are  pop 
ular.  Some  IC  openings  are  so  successful  that  similar  open  houses  are 
repeated  annually. 

At  an  open  house,  when  interest  is  high,  is  an  ideal  time  to  begin  to 
build  information  about  the  actual  IC  users.  A  mailing  list  database  can 
be  started.  Special  application  interests  can  be  recorded  for  follow  up 
later. 


6.1.2  Recording_Market_ing_Ef  forts 


From  the  first,  the  TC  will  want  to  track  its  marketing  efforts  to 
provide  information  for  future  marketing.  The  IC  may  want  to  compile  a 
notebook  with  examples  of  the  marketing  materials  it  produces  and  copies  of 
articles  published  about  the  IC.  In  addition,  photographing  the  opening 
and  other  special  events  will  provide  visuals  for  later  marketing  efforts 
and  become  part  of  the  marketing  record. 


6.1.3  Qr)2going_Market  i.ng_Plan 


Developing  a  marketing  strategy  is  an  important  aspect  of  the  on -going 
operations  of  the  IC.  Successful  marketing  will  help  to  ensure  the  IC’s 
own  success.  As  soon  as  the  IC’s  mission  and  services  have  been  est¬ 
ablished,  marketing  efforts  can  begin.  From  that  point  on  marketing  is  an 
on  going  effort  made  by  the  IC  to  communicate  with  the  user  community.  The 
need  for  marketing  never  disappears. 

Marketing  is  integral  to  on-going  operations  because  marketing,  if 
successful,  will  generate  users  for  the  IC.  The  IC  must  plan  how  it  will 
meet  the  demands  produced  by  marketing. 

The  purpose  for  marketing  an  operating  IC  are  to  explain  the  IC  con¬ 
cept,  to  describe  the  services  offered  and  how  to  use  them,  to  elicit 
support,  to  invite  use,  and  ultimately  to  assure  usage.  Initially,  the  IC 
will  want  to  communicate  its  mission  and  services  to  the  user.  This  need 
never  disappears  but,  after  the  IC  is  established,  additional  marketing 
efforts  will  be  focused  on  reaching  new  audiences  and  providing  information 
about  new  offerings  or  special  events. 


6.1.4  Targeted  Marketing 


While  the  Message  communicated  vary,  the  key  to  every  successful 
marketing  campaign  is  to  target  the  message  to  a  specific  audience.  This 
means  that  the  IC  must  know  generally  who  its  audience  is  and  have  data 
about  that  audience.  Information  gathered  in  the  User  Needs  Survey  des 
cribcd  in  Section  4.2  will  be  valuable  here  as  well.  To  targeted  specif  i< 
groups,  the  audience  can  be  divided  in  several  ways: 

Management  level; 

Functional  area; 

Department; 

Level  of  experience  (new  or  experienced  user"). 

Marketing  to  management  is  one  of  the  most  crucial  of  all  marketing 
efforts  for  the  IC.  To  ensure  its  continued  operation,  and  to  gain  add¬ 
itional  resources  when  needed,  the  IC  must  have  the  support  of  those  who 
make  the  decisions  controlling  its  resources.  The  IC  must  make  sure  that 
the  installation  management  (1)  has  accurate  perception  of  the  IC’s  role 
and  purpose,  and  (21  is  aware  of  the  accomplishment  of  the  IC.  Executive 
management  may  lend  its  support  to  the  IC  initially  for  a  diversity  of 
reasons.  Some  hope  the  IC  will  cut  down  on  the  mushrooming  DP  development 
backlog.  Others  view  it  as  a  way  of  modifying  the  users’  expectations  of 
an  uncaring  and  unresponsive  DP  organization.  User  management  may  become 
disenchanted  because  its  expectations  have  been  raised  to  too  high  a  level 
and  it  finds  that  the  IC  is  not  the  cure-all  for  all  its  informational 
needs.  Often  ICs  provide  a  valuable  service,  much  appreciated  by  the  users. 
However,  if  the  IC  does  not  make  this  information  known,  management  may 
never  know.  Some  possible  ways  to  market  to  installation  management 
audience  are: 

Acknowledge  and  address  concerns; 

Demonstrations  of  products  of  special  interest  to 
managers  (electronic  mail,  calendars,  etc.); 

Providing  evaluations  of  actual  performances  versus 
planned  accomplishments; 

Frequent  updates,  with  information  on  use: 

Success  stories. 


6.1.5  Market ing_Tools 

Ultimately,  the  best  public  relations  an  IC  can  have  is  the  satisfac¬ 
tion  of  its  users.  The  concept  of  the  IC  as  a  service  provider  must  be 


incorporated  into  all  of  the  dealings  between  IC  staff  and  end-users.  In 
addition,  a  wide  range  of  media  can  be  used  to  market  the  IC,  including: 

Demonstrations; 

Open  houses; 

Tours; 

Slides  or  video  shows: 

Base  newspaper  articles; 

IC  newsletter: 

Management  briefings; 

Seminars. 

Expos; 

Electronic  and  traditional  bulletin  boards; 

User  groups; 

Testimonials  from  satisfied  users. 

The  IC  at  Fort  Hood  printed  the  card  shown  below  for  its  users.  Such 
a  card  can  be  put  in  the  phone  card  file,  or  taped  to  micro  or  terminal  for 
quick  reference. 


('Space  for  card) 


A  copy  of  MILPERCEN’s  IC  brochure  is  reproduced  in  Appendix  F. 


A  monthly,  bi-monthly,  or  quarterly  1C  newsletter  for  1C  users  will 
help  to  establish  an  on-going  partnership  with  the  user  community.  Such  a 
publication  can  be  distributed  through  internal  mail,  via  electronic  mail, 
traditional  or  electronic  bulletin  board,  or  as  a  supplement  to  the  base 
newsletter.  The  newsletter  could  include: 

Listing  of  IC  personnel  and  phone  numbers; 

New  IC  services; 

Training  schedules  and  course  descriptions; 

Seminar  schedules; 

New  products  available  in  the  IC; 

Application  development  activities  in  user  areas; 

Product  tips  and  suggestions; 

User  group  activities; 

User  information  exchange  (e.g.,  "have"  and  "want"  lists); 

Upcoming  special  events; 

Case  studies  (ways  computers  are  being  used'; 

New  technological  developments. 

6 . 2  QPERATING_A_RISPQNSIVE_IC 

The  IC  could  provide  a  set  of  the  most  efficient  services  possible 
but,  unless  the  services  provided  match  the  end-users’  needs,  they  will  not 
be  useful  to  the  users.  The  IC  manager  can  use  the  following  techniques  to 
ensure  the  services  the  IC  offers  best  meet  the  users  needs: 

Understanding  the  user  population; 

Creating  a  network  of  local  support  experts,  i.e.  functional 
experts  in  each  user  area  to  provide  input  to  the  changing  needs 
in  their  respective  areas; 

Conducting  regular  market  research  studies; 

Building  "feedback  loops”  into  service  offerings; 

Doing  capacity  planning  for  facilities  and  staff; 

Placing  the  support  where  it  is  needed; 
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To  be  successful,  the  IC  must  translate  its  objectives  directly  into 
high  quality  service  for  its  end-user  clients.  No  organization  can  survive 
unless  its  clients  are  satisfied  and  the  successful  ICs  maintain  a  high 
level  of  user  satisfaction.  User  satisfaction  is  usually  measured  in  terms 
of  speed,  quality,  and  usefulness  of  the  services  provided.  The  speed  and 
usefulness  of  responses  to  users'  problems,  either  with  software  or  hard¬ 
ware,  are  of  prime  importance.  User  dissatisfaction  with  the  IC’s  res¬ 
ponses  may  be  characterized  by  a  decline  in  requests  for  services  or  a 
decrease  in  the  user’s  compute!'  activity  profile.  Either  case  calls  ^or 
immediate  corrective  action  in  order  to  maintain  the  desired  service 
levels . 

In  order  to  develop  and  implement  strategies  for  continued  operational 
success,  the  IC  manager  must  maintain  awareness  of  command  strategies  and 
objectives;  current  technology  trends;  and  end  user  computing  needs.  The 
IC  must  remain  responsive  to  the  needs  of  its  installation.  The  IC  should 
periodic-ally  compare  the  use  of  its  services  with  the  Center’s  stated 
mission.  Use  of  services  are  a  partial  indication  of  need,  and  can  provide 
valuable  information  to  the  manager  on  how  he  should  use  his  limited 
resources . 


6 . 3  MEASyRING_THE_EFFECTIVENESS_OF_THE_IC 

i 


The  IC  manager  must  continually  monitor  the  operations  of  the  IC  and 
should  be  ever  on  the  alert  to  capture  success  stories  for  use  in  continued 
justification  of  the  IC,  make  on  going  justification  a  standard  business 
practice,  and  stai *  to  collect  appropriate  statistics  from  day  one.  Som* 
methods  for  collecting  statistics  relate  to  IC  usage: 

Log  visitor  log  (see  Figure  6  P: 

Help  desk  log  (see  Appendix  El; 

Course  evaluation  forms  (see  Appendix  E); 

Capabilities  statements  prepared. 


In  addition  to  the  usage  statistics  that  are  easily  collected,  the  IC 
must  continually  strive  to  obtain  feedback  from  the  users  in  terms  of 
productivity  improvements  achieved  and  savings  obtained.  All  of  the  fig¬ 
ures  and  success  stories  must  be  presented  in  the  frame  of  reference  of  how 
the  IC  has  contributed  to  the  overall  missions  and  objectives  of  the  orga 
nization.  Productivity  improvement,  cost  savings,  and  cost  avoidance-  sta 
t  i s  t i cs  l ncl ude : 

Reduced  outside  timesharing  costs: 

Improved  user  productivity  (new  tasks  accomplished  not  pre\iously 
possible,  or  man  hours  saved  over  previous  methods  of  doing 
tasks  : 


Headcount  increase  avoidance: 


Reduced  overtime  or  compensatory  time; 

Reduced  travel  and  communications  costs; 

Reduced  application  development  costs; 

Reduced  program  maintenance  costs; 

Fewer  DP-produced  reports. 

These  figures  should  be  presented  to  management  at  regular  intervals. 
These  presentations  provide  an  opportunity  to  increase  management’s  under¬ 
standing  of  the  IC's  role  and  responsibilities  in  supporting  the  end  user 
community  and  to  educate  top  management  about  end-user  computing  and  its 
tools.  This  education  is  necessary  to  provide  an  awareness  of  what  person 
al  computers  can  do,  as  well  as  an  appreciation  of  how  these  tools  can  be 
used  as  decision  support  aids.  It  also  serves  to  create  an  awareness  on 
the  part  of  top  management  that  learning  to  use  personal  computers  requires 
time  and  a  commitment,  just  as  with  any  other  tool. 

6.4  OBSTACLES  TO  GROWTH 


The  manager  should  be  concerned  with  identifying  these  obstacles  and 
developing  contingency  plans  to  reduce  the  impact  of  them.  The  results  of 
user  and  executive  interviews  and  staff  surveys  will  help  to  point  out 
possible  problem  areas.  Major  obstacles  encountered  could  include: 

Insufficient  budget; 

Inadequate  staff; 

Mismatched  support  programs; 

Inaccessible  data; 

User  reluctance; 

Poor  DP  support . 

6  r.  EVALUATION  OF  IC  SERVICES  AND  OPERATION 


The  IC  must  continually  re-evaluate  its  internal  administrative  and 
operational  procedures  in  order  to  improve  the  quality  of  service  provided 
to  the  users.  As  new  services/products  are  introduced,  the  current  methods 
of  supplying  support  to  these  services/products  may  not  be  effective.  In 
addition,  the  IC  must  continually  evaluate  the  utility  of  services  offered 
and  products  supported.  Procedures  must  be  established  for  setting  up  a 
transitional  period  when  introducing  a  new  service/product  or  dropping  an 
old  one.  The  length  of  the  transitional  period  can  vary,  depending  upon 
the  degree  of  difficulty  expected  to  be  encountered  in  converting  existing 
applications  to  the  new  product. 


6.6  FUTURE  NEEDS 


Today’s  environment  is  characterized  by  an  ever  widening  gap  between 
DP  support  resources,  the  application  development  process,  and  the  IC’s 
ability  to  provide  on-going  support  for  an  increasing  number  of  users.  The 
IC  should  anticipate  the  need  to  support  communications  and  network  system^ 
and  new  easy-to-use  tools,  and  help  the  users  to  find  sophisticated  wavr.  to 
accomplish  what  they  want.  In  addition  to  the  ever  increasing  number  of 
new  users  who  must  receive  initial  training  in  end-user  computing,  the  ]C 
must  be  prepared  to  offer  advanced  training  for  the  older  or  more  mature 
users  who  are  ready  to  utilize  more  sophisticated  ways  to  increase  their 
productivity.  The  IC  must  be  alert  to  recognize  the  changing  needs  of  the 
user  community,  through  analysis  of  feedback,  and  be  ready  to  respond  to 
these  new  needs  when  the  users  are  ready  for  more  advanced  techniques.  It 
must  be  prepared  to  follow  up  on  leads  from  users  about  new  applications  of 
old  technology  or  new  technology  offerings,  demonstrating  to  the  users  that 
the  IC  cares  and  is  responsive  to  their  needs  and  desires. 
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APPENDIX  A 


A. 1  TEgMSx_ABDREVI ATIONS^  AND  ACRONYMS  USED  IN  THIS  GUIDE 


This  part  of  this  Appendix  contains  definitions  of  terms  and  abbre 

viations  used  in  this  IC  Planning  and  Implementation  Guide. 

Application  A  set  of  procedures,  manual  or  automated,  which  sup 

ports  the  performance  of  a  business  process 

Audiovisual  The  use  of  sound  and  visual  material  or  processes  to 

communicate  information  (Audiovisual  functions  in¬ 
clude,  but  are  not  limited  to,  motion  picture,  photo 
graphy,  sound  and  video  recordings,  audiovisual  produc 
tion,  graphic  art,  and  audiovisual  libraries.) 

Automation  Systems  which  use  automated  electronic  equipment  and 

related  information  technologies  to  support  information 
procedures  and  processes  in  either  tactical  or  non- 
tactical  environments  (The  technologies  include,  but 
are  not  limited  to,  micrographics,  word  processing, 
copiers,  communications,  printing,  and  general  purpose 
data  processing.) 


A  baseline  configuration  consists  of  a  current  invento 
ry  of  information  resources  and  a  pictorial  description 
of  how  that  inventory  satisfies  the  organization’s  in¬ 
formation  model 


Binary  The  numerical  base  by  which  a  computer  operates  -  base  2 

(Since  a  computer’s  electrical  circuitry  understands 
only  the  ON  and  OFF  states,  it  operates  on  strings  of 
ON  and  OFF  signals,  which  represent  the  numbers  1  and  0, 
respectively.  Thus  the  number  twenty- nine  is  repre¬ 
sented  as  11101  in  a  binary  code.'' 


CBT  Computer-based  training 


Corporate  data  Data  which  is  used  by  more  than  one  department  and  usu 

(Command  data'  ally  is  stored  in  a  centrally  controlled  file  system 

(This  data  usually  requires  that  stringent  verifies 
tion/validation/audit ing  procedures  be  utilized. 


Basel ine 
configuration 


A-l 


Dat  a 


A  representation  of  facts,  concepts,  or  instructions  in 
a  formalized  manner  suitable  for  communication,  inter 
pretation,  or  processing  by  humans  or  automatic  means 


Informat  ion 
architecture 


Information 

management 


A  framework  that  depicts  the  relationships  of  all  ele¬ 
ments  involved  in  information  management  within  an  or 
ganization  (Within  the  Army,  it  is  used  to  provide  a 
blueprint  for  developing  specific  plans  and  actions  in 
the  planning,  control,  and  management  of  all  Army  infer 
mat  ion . 1 

Activities  which  are  required  to  plan,  organize,  ana 
lyze,  manage,  and  control  information  resources  effec 
t i vel y 


Inf  ormat 1  on 

mission 

area 


The  resource  requirements  and  associated  information 
management  activities  employed  in  the  development,  us*-, 
integration,  and  management  of  information 


Informat  ion 
management 
plan  (IMP 


A  plan  projecting  information  processing  requirements 
and  capabilities  used  to  obtain  program  and  resource 
allocation  approval 


Information  model  A  pictorial  representation  of  the  processes,  informa 

tion  classes,  information  flow,  and  elements  of  an 
organization  and  all  relationships  among  these  factors 


Network 


In  data  communication,  a  configuration  in  which  two  or 
more  terminal  installations  are  connected 


1 


i 


1 


Node 


In  a  data  network,  a  point  where  one  or  more  functional  * 

units  interconnect  data  transmission  lines  J 

I 


Object l ve 
conf igurat ion 


A  means  of  depicting  an  organization’s  optimum  infor¬ 
mation  and  resource  capabilities  needed  to  support  t h< 
mission  CThis  configuration  is  not  limited  by  resource 
availability  and  is  adjusted  to  reflect  emerging  tech 
nologies . ' 


. 


Office  Systems  that  use  automated  equipment  and  technologies 

automation  to  support  information  activities  typical  of  an  office 

environment  (The  technologies  include,  but  arc  not 
limited  to,  micrographics,  text  editing,  copying, 
communications,  printing,  and  general  purpose  do*  ■: 
processing. ) 
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Peripherals 


Private  data 


Records 

management 


STAMMTS 


TIMAP 


In  a  data  processing  system,  any  equipment  distinct 
from  the  central  processing  unit  that  may  provide  the 
system  with  outside  communication  or  additional  facili 
ties 


Data  that  is  used  within,  one  inst al lat ion, one 
department,  or  one  individual  is  and  stored  in 
locally  cent  rolled  filer. 


Includes  activities  concerned  with  the  management  of 
correspondence;  reports;  forms:  directives  and  pub  lira 
tions;  mail;  distribution;  maintenance,  use,  and  dispo 
sition  of  recorded  information;  declassification  of 
recorded  information;  and  the  implementation  of  respon 
sibilities  under  the  Freedom  of  Information  and 
Privacy  Act 


Standard  Army  Multicommand  Management  Information  Svs 
terns  (centrally  designed,  centrally  maintained  and 
modified  management  information  system  that  is  operated 
by  one  or  more  MACOMB 

The  Information  Mission  Area  Program  (the  Army’s 
program  to  manage,  integrate,  and  approve  re¬ 
quirements  in  the  three  Army  information  areas:  Tacti¬ 
cal/Strategic,  Joint/National ,  and  Sustaining  Base' 
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A. 2  GENERAL  COMPUTING  TERMS  AND  ABBREVIATIONS 

This  part  of  this  Appendix  contains  definitions  of  general  terms  and 
abbreviations  used  in  the  computing  industry. 

Alphanumeric  Pertains  to  a  character  set  which  contains  letters, 

digits,  and  usuully  other  characters  such  as  punctuu 
tion  marks 


Analog  Pertains  to  representation  by  means  of  continuously 

variable  physical  quantities  such  as  voltage  or  sound 
level  (Contrast  with  digital.) 

A  hardware/software  system  that  is  designed  to  emulate 
human  responses  of  thought  processes  (Still  in  its 
infancy,  current  AI  research  includes  the  area  of  "ex 
pert  systems,"  which  are  programs  that  can  approximate 
the  methodology  of  humans  who  are  experts  in  a  particu 
lar  area  of  study. ) 

ASCII  American  National  Standard  Code  for  Information  Ex¬ 

change  -  the  standard  code,  using  a  coded  character  set 
consisting  of  7-bit  coded  characters  (R-bits  including 
parity  check),  used  for  information  interchange  among 
data  processing  systems,  data  communications  systems, 
and  associated  equipment 

Asynchronous  Events  occurring  without  regular  time  relationships, 

unexpected  or  unpredictable  with  respect  to  the  execu 
tion  of  a  program 

Band  In  data  communication,  the  frequency  spectrum  between 

two  defined  limits 


Bandwidth  The  difference,  expressed  in  hertz,  between  the  two 

limiting  frequencies  of  a  band 

Baseband  In  the  process  of  modulation,  the  frequency  band  oc-cu 

pied  by  the  aggregate  of  the  transmitted  signals  when 
first  used  to  modulate  a  carrier 


BASIC  Beginners  All-purpose  Symbolic  Instruction  -  a  high 

order  computer  programming  language 


Art  if icial 
int  el  1 igenre 


BAH) 


R 1 svncht 


Bit 


R.x,t  st  IV 


BPS 


Ruf  ft- r 


Bus 


B'-  t  e 


Channel 


Chip 


In  asynchronous  transmission,  the  unit  of  modulation 
rate  corresponding  to  one  unit  interval  per  second 


onous  Binary  synchronous  t ransmi ss i on  data  transmission  in 

which  synchronization  of  characters  is  controlled  ho¬ 
using  timing  signals  generated  at  the  sending  and  re 
cei\ ing  stat ions 


Term  for  a  binary  element;  in  the  binary  numbering 
system,  either  of  the  digits  0  or  1;  the  basic  unit  of 
information  in  computers 


p  A  program  that  starts  a  computet  '"General  ly,  "booting" 

clears  the  machine  memory,  loads  the  operating  system, 
and  sets  up  the  machine  to  begin  work  on  a  particular 
application. ) 


Bits-per-second  -  In  serial  transmission,  the  instanta 
neous  bit  speed  with  which  a  device  or  channel  trans¬ 
mits  a  character 


An  area  of  storage  that  is  temporarily  reserved  for  use 
in  performing  an  input /output  operation  into  which 
data  is  read  or  from  which  it  is  written;  synonymous 
with  T/0  area 


One  or  more  conductors  used  for  transmitting  signals  or 
power 


A  binary  character  string  operated  upon  as  a  unit  and 
usually  shorter  than  a  computer  word 


In  data  transmission,  a  means  of  one  way  transmission 
(Contrast  with  circuit  with  two-way  transmission.' 

A  minute  piet e  of  semi  conduct ive  material  used  in  the 
manufacture  of  electrical  components  (An  integrated 
circuit  is  on  a  piece  of  semiconduct ive  material.' 


>je  A  cable  consisting  of  one  conductor  (usually  a  small 

copper  tube  or  wire-)  within  and  insulated  from  anuth<r 
conductor  of  large  diameter  ("usually  copper  tubing  01- 
copper  braid' 


('oavial  cal 


conoi. 


Common  Business  Oriented  Language  an  "English  like,” 
high-order,  computer  programming  language 


C  ompi ler 

Concat enat  c 

CP  'M- 86 

Cursor 

CVT 

Daisy  wheel 

Data  base 

Data 

communications 

DOS 

Dot  matrix 

Download 

DSHD 


A  translation  program  that  converts  high-level  instiuc 
tions  into  binary  code 


To  link  together,  as  in  joining  two  word  processing 
files 


Control  Program/Mi crocomputer-86  -  a  sixteen-bit  arehi 
tecture  operating  system  based  upon  the  Intel  8086 
chip,  under  license  by  Digital  Research 


A  movable  spot  of  light  on  the  screen  of  a  display 
device,  usually  indicating  where  the  next  character 
will  be  entered 


Constant  Voltage  Transformer  -  a  device  which  maintains 
voltage  to  a  power  line  in  a  constant  manner 


An  interchangeable  element  electronic  impact  printer, 
offering  faster  print  speeds  than  a  selectric  typewri 
ter  printer  and  producing  a  fully  formed  character 


A  collection  of  data  organized  to  suit  a  particular 
application  (The  term  applies  to  both  personal  and 
private  information  banks  as  well  as  to  commercial  data 
services  such  as  CompuServe.) 


The  transmission,  reception  and  validation  of  data 


Disk  Operating  System  -  a  disk  resident  programming 
system  that  provides  operating  system  capabilities 


A  method  of  display  character  generation  in  which  each 
character  is  formed  by  a  grid  or  matrix  pattern  of 
dot  s 


To  call  for,  and  receive,  a  file  from  another  compute 


Dual -Sided/Dual-Density  -  the  capability  to  record  on 
both  sides  of  a  diskette  in  dual  density  format 


Field 


Full  Descenders 


Hacker 


Handshak i ng 


Hard  copy 


Hertz 


HOL 


Int  erface 


K 


IAN 


A  category  of  information  in  a  data  file,  or  a  prompt 
on  a  data  entry  screen  (Fields  in  an  employee  file 
might  include  name,  address,  and  social  security  num 
ber.  ) 


Tie-  ability  of  a  visual  display  unit  to  project  the 
full  character  of  a  lower  case  alphanumeric  letter, 
especially  those  having  descending  "tails"  such  as  the 
lower  case  letters  "p">  "q",  "y",  etc. 


A  person  "addicted"  to  computers;  one  familiar  with 
programming  and/or  the  technical  aspects  of  hardware 
(It  is  more  frequently  used  as  a  descriptive  rather 
than  a  derogatory  term,  except  when  used  in  connection 
with  the  recent  spate  of  teenagers  who  have  penetrated 
various  computer  systems  and  networks.) 


The  initial  exchange  between  two  data  communications 
systems  prior  to  data  transmission  (The  first  unit 
sends  a  signal,  then  waits  for  an  appropriate  signal  in 
response.  The  specific  sequence  in  this  exchange  is 
called  a  protocol.) 


A  paper  printout  fit  is  "hard"  in  the  sense  that  it  can 
actually  be  held,  as  opposed  to  a  screen  display.) 


A  unit  of  frequency  equivalent  to  one  cycle  per  sec¬ 
ond 


High  Order  Language  -  a  programming  language  in  which 
one  statement,  when  processed  by  an  interpreter  or 
compiler,  generates  several  machine  language  instruc¬ 
tions  (Contrast  with  assembly  or  machine  language.) 


A  connection  between  devices,  systems,  and  use  that 
allows  power  or  data  transmission  (A  keyboard  is  a 
user- to  machine  interface. ) 


When  referring  to  storage  capacity,  equals  two  to  the 
tenth  power,  or  1024  (bytes)  in  decimal  notation 


Local  Area  Network  -  pertaining  to  a  localized  data 

communications  system 


Language 

translator 

Macro 

Megahertz  f MHz ) 

Memory 

Mul t i plexor (mux) 

Operating  system 

Parallel  data 

Parity 

Pixel 

Protocol 


A  general  term  for  any  assembler,  compiler,  or  other 
routine  that  accepts  statements  in  one  language  and 
produces  equivalent  statements  in  another  language 


A  command  that  allows  a  few  keystrokes  to  reproduce  a 
longer  string  of  characters 


One  million  hertz 


One  of  the  essential  components  of  a  computer’s  central 
processing  unit;  the  area  where  information  and  pro 
grams  are  actively  stored  and  processed  [Memory  con 
tains  both  ROM  (permanent  Read  Only  Memory)  and  RAM 
(Random  Access  Memory,  a  temporary  memory,  the  contents 
of  which  can  be  modified  at  will).] 


A  device  capable  of  interleaving  the  events  of  two  or 
more  activities  or  capable  of  distributing  the  events 
of  an  interleaved  sequence  to  the  respective  activities 


Software  that  controls  the  execution  of  computer  pro¬ 
grams  and  that  may  provide  scheduling,  debugging,  in 
put /output  control,  accounting,  storage  assignment, 
data  management,  and  other  related  services 


Pertaining  to  the  simultaneous  occurrence  of  transfer- 
transmission  of  bits  constituting  an  entity  of  data 
over  a  data  circuit 


Used  as  a  method  for  error  checking  in  binary  code; 
refers  to  an  even  or  odd  sum  of  bits  (A  special 
bit,  called  the  parity  bit,  is  used  to  give  each  byte 
even  or  odd  parity.  If  the  bits  in  a  given  byte  in  an 
even-parity  system  add  up  to  an  odd  number,  an  error 
has  occurred  in  that  byte.) 


A  contraction  of  the  words  "picture  element";  the  smal 
lest  dot  that  can  be  displayed  on  a  system’s  viewing 
screen 


A  set  of  rules  governing  communication  between  two 
systems 


Random  Access 
Memory  (RAM'' 


In  microcomputers,  generally  refers  to  Read/Write 
(RAM)  memory  which  can  be  altered  under  program  control 


Re?’  s t »»r 

Read  Only 
Memory  (ROM- 

RS232 

Sect ors 

Serial  data 
t  ransfer 

SSDD 

Synchronous  data 
t  ransmission 

System  memory 

Topology 

Tracks 

Tree- structured 
directories 


A  storage  device  having  a  specified  storage  capacity 
such  as  a  bit,  byte,  or  computer  word  and  usually 
intended  for  a  special  purpose 


Non-volatile  memory  which  contains  commonly  used 
programs  (ROM  cannot  normally  be  altered.) 


An  industry  standard  male  to  female  hardware  interface 
pin  connection 


The  smallest  addressable  space  on  a  mierocomp>ut  er  ’  s 
disk  media;  the  evenly-divided  sub-sections  on  a  track 
which  hold  the  stored  data 


The  sequential  transmission  of  the  bits  constituting  a 
data  entity  over  a  data  circuit 


Single-Sided/Dual-Density  -  the  capability  of  recording 
only  one  side  of  a  diskette  in  dual-density  mode 


Synchronous  communication  occurring  when  two  computers 
communicate  using  a  common  timing  signal  that  tells 
both  when  the  next  bit  of  data  is  being  sent 


Program- addressable  storage  from  which  instructions  and 
other  data  can  be  loaded  directly  into  registers  for 
subsequent  execution  or  processing  (Contrast  to  auxil 
iary  storage:  disk,  tape,  etc.) 

In  data  communication  networks,  a  schematic  arrangement 
of  the  links  and  nodes  of  the  network 

(Refers  to  disk  storage  media)  Concentric  circles  on 
a  disk;  the  smallest  physical  division  of  data  storage 
on  a  floppy  disk 


A  hierarchical  arrangement  of  files  on  a  mass-storage 
device  (Tree- structured  directories  allow  directories 
to  be  stored  like  files  inside  other  directories.  The 
"root  directory”,  or  main  directory,  contains  files 
and,  optionally,  subdirectories.  Subdirectories,  in 
turn,  can  contain  additional  files  and  directories.) 


UPS 


Uninterruptable  Power  Source  -  that  power  source  which 
is  normally  on  a  separate  circuit  /line 


A  software  program  that  performs  a  routine  task  (Such 
tasks  might  include  sorting,  editing,  printing,  or 
recovering  lost  data  from  a  disk.) 
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This  Appendix  provides  lists  of  regulations  and  standards  that  may 
apply  to  the  planning,  implementation,  and  operation  of  an  Information 
Center. 

B . 1  ARMY  AND  DoD  PUBLICATIONS 


ARMY_REGULATIONS 

AR  5-1  Army  Management  Philosophy 


AR  10  5  Department  of  the  Army  Organizations  and  Ft  act  ions 


AR  11-39  Army  Command  and  Control  System  Program 


AR  15-21  Army  Command  and  Control  Council 


AR  18-3 

AR  18  7 

AR  18  7 

AR  18-12 
Series 

AR  18-22 

AR  25  1 

AR  25  5 

AR  27-60 

AR  34-4 


Automatic  Data  Processing  Management  Information  System 

Automatic  Data  Processing  Management  Review  Guide 

Data  Processing  Activity  Management,  Procedures,  and  Stan 
dards 

Standard  Data  Elements  and  Codes 

Army  Inventory  of  Data  Systems  (AIDS') 

Information  Management,  The  Information  Mission  Area  Program 
(TIMAP1 

Army  Information  Management  Program 
Patents,  Inventions,  and  Copyrights 

Battlefield  Automated  Systems  Interoperability  Management 


AR  190-13 


The  Army  Physical  Security  Program 
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AR  310  3 


AR  310  34 


Preparation,  Coordination,  and  Approval  of  Department  of  the 
Army  Publications 


Equipment  Authorization  and  Utilization  Policies  and  Crite 
ria  and  Common  Tables  of  Allowances 


AR  310  49  The  Army  Authorization  Documents  System  (TAADS) 


AR  335-Series  Management  Information  Control 


AR  340  lfi  Safeguarding  "FOR  OFFICIAL  USE  ONLY"  Information 


AR  340-17  Release  of  Information  Records  from  Army  Files 


AR  340  18  The  Army  Functional  Files  System 


AR  340  21  The  Army  Privacy  Program 


AR  380-5  Department  of  the  Army  Information  Security  Program 


AR  380  20  Restricted  Areas 


AR  380  35  DA  Communications  Intelligence  Security  Regulation 


AR  380-40  Policy  for  Safeguards  and  Controlling  COMSEC 


AR  380-380  Automation  Security 


AR  525  1 


AR  530  1 


AR  530-2 


AR  530-4 


The  Department  of  the  Army  Command  and  Control  System 


Operations  Security 


Communications  Security 


Control  of  Compromising  Emanations 


AR  7102  Supply  Policy  Below  the  Wholesale  Level 
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TECHNICAL  BULLETINS 


TB  18-13  Army  Information  and  Data  Systems:  DPI  Site  Selection/Prep¬ 

aration 


TB  18-21  Management  Information  Systems  ADP  Staffing  Estimators  and 

Staffing  Estimation  Techniques  for  Army  TDA  Units 


TB  18  22  Management  Information  Systems  Using  Test  Data  Generators  to 

Reduce  Software  Development  Costs 


TB  18  100  Life  Cycle  Management 


TB  18-101  Planning  Programming  and  Evaluation  System 


TB  18-102  Quality  Program 


TB  18-102-1  Verification  and  Validation  Handbook 


TB  18-103  Army  Automation,  Software  Design  and  Development 


TB  103  1  Software  Design  and  Development-Networking 


TB  104 


TB  106 


Testing  of  Computer  Software  Systems 


Deployment,  Operations  and  Termination  of  Automated  Data 
Systems 


TB  18-109  Economic  Analysis 


TB  18-110  Configuration  Management 


TB  18-111  Army  Automation,  Technical  Documentation 


TB  18  112  Training  Management  for  ADP  Systems 


TB  18-114  Computer  Performance  Measurement  and  Evaluation 


TB  18-  115  Army  Information  Processing  Standards  (Alps’)  Program 
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TB  18  115  1 


Army  Information  Processing  Standards  (AIPS)  Program  ADP 
Standards 


TR  18  115  2  Army  Information  Processing  Standards  (AIPS)  Program  Data 
Elements  and  Codes 


TR  18  122  Planning  Guide  for  Software  Conversion 


TB  380-41  Procedures  for  Safeguarding  Accounting,  and  Supply  Control 

(Series'  ling  COMSEC  Information 
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DA  PAMPHLETS 


DA  PAM  18  1-1  Army  Inventory  of  Data  Systems 


DA  PAM  18-2  User’s  Guide  for  Identifying  Automatic  Data  Processing 
Equipment  (ADPE)  Requirements 


DA  PAM  184  Data  Processing  Installation  Review/Evaluation  Checklist 


DA  PAM  18  7  Data  Processing  Installation  Management  Guide 


DA  PAM  18-7  Automatic  Data  Processing  Management  Review  Guide 


DA  PAM  18  8  A  Software  Resource  Macro-estimating  Procedure 


DA  PAM  18  12  Management  Information  Systems  BASOPS  Handbook  for  Commanders 


DA  PAN  25  1  Army  Architecture 


DA  PAM  710  2-1  Using  Unit  Supply  System  (Manual  Procedures) 


MILITARY  STANDARDS/DoD  STANDARDS 

MILS  52779A  Software  Quality  Assurance 
MIL-STD-1815A  ADA  Programming  Language 

MIL'HDBK  334  Evaluation  of  a  Contractor’s  Software  Quality  Assurance; 
Program 

DOD-STD-7935  DoD  Standard,  Automated  Data  Systems  (ADS)  Documentation 


B . 2  FEDERAL_INFORMATION_PROCESSING  STANDARDS  (FIPS)  PUBLICATIONS 

FIPS  PUB  0  General  Description  of  the  Federal  Information  Processing 
Standards  Register 

FIPS  Pin?  1-1  Code  for  Information  Interchange 

FIPS  PUB  2  Perforated  Tape  Code  for  Information  Interchange 

FIPS  PUP  3-1  Recorded  Magnetic  Tape  for  Information  Interchange 

FIPS  Pin?  7  Implementation  of  the  Code  for  Information  Interchange  and 

Related  Media  Standards 

FIPS  PUB  11-2  Dictionary  for  Information  Processing 

FIPS  PUB  15  Subsets  of  the  Standard  Code  for  Information  Interchange 

FIPS  PUB  16-1  Bit  Sequencing  of  the  Code  for  Information  Interchange  in 
Serial-by  bit  Data  Transmission 

FIPS  PUB  17-1  Character  Structure  and  Character  Parity  Sense  for  Serial 

by -bit  Data  Communication  in  the  Code  for  Information  Inter 
change 

FIPS  PUB  18-1  Character  Structure  and  Character  Parity  Sense  for  Parallel 
by-bit  Data  Communication  in  the  Code  for  Information  Inter 
change 

FTPS  PUB  20  Guidelines  for  Describing  Information  Interchange  Formats 

FIPS  PUB  21-1  C0B0I 

FIPS  PIT?  22-1  Synchronous  Signaling  Rated  Between  Data  Terminal  and  Data 
Communication  Equipment 

FIPS  PUB  24  Flowchart  Symbols  and  Their  Usage  in  Information  Interchang 

FIPS  PUB  28  Standardization  of  Data  Elements  and  Representations 

B  9 


FIPS  PUB  29  Interpretation  Procedures  for  Federal  Standard  COBOL 


FIPS  PlU  30  Software  Summary  for  Describing  Computer  Programs  and  Auto 
mated  Data  Systems 


FIPS  Pin  31  Guidelines  for  Automatic  Data  Processing  Physical  Security 
and  Risk  Management 


FIPS  Pin  38  Guidelines  for  Documentation  of  Computer  Programs  and  Auto¬ 
mated  Data  Systems 


FIPS  PUD  39  Glossary  for  Computer  Systems  Security 


FIPS  PUB  41  Computer  Security  Guidelines  for  Implementing  the  Privacy 
Act  of  1974 


FIPS  PUB  45  Guide  for  the  Development,  Implementation,  and  Maintenance 
of  Standards  for  the  Representation  of  Computer  Processed 
Data  Elements 


FIPS  PUB  46  Data  Encryption  Standard 


FIPS  Pm  49  Guidelines  on  Computer  References  Measurement:  an  Introduc¬ 
tion 


FIPS  PUB  56  Guidelines  for  Managing  Multi-vendor  Plug-compatible  ADP 
Systems 


FIPS  PUB  57  Guidelines  for  the  Measurement  of  Interactive  Computer  Ser¬ 
vice  Response  Time  and  Turnaround  Time 


FIPS  PUB  60  2  I/O  Channel  Interface 


FIPS  Pm  61  Channel  Level  Power  Control  Interface 


FIPS  Pm  64  Guidelines  for  Documentation  of  Computer  Programs  and  Auto 
mated  Data  Systems  for  the  Initiation  Phase 


FIPS  PUR  65  Guidelines  for  Automatic  Data  Processing  Risk  Analysis 


FIPS  PUB  67  Guidelines  for  Selection  of  Data  Entry  Equipment 

FIPS  PUB  68  Minimal  BASIC 

FTPS  PUB  69  FORTRAN 

FIPS  PUB  72  Guidelines  for  Measurement  of  Remote  Batch  Computer  Service 

FIPS  PUB  73  Guidelines  for  Security  of  Computer  Applications 

FIPS  PUB  74  Guidelines  for  Implementing  and  Using  the  NBS  Data  Encryp 
tion  Standard 

FIPS  PUB  76  Guidelines  for  Planning  and  Using  a  Data  Dictionary  System 

FIPS  PUB  77  Guidelines  for  Planning  and  Management  of  Database  Applica 

tions 

FIPS  PUB  83  Guidelines  on  User  Authentication  Techniques  for  Computer 
Network  Access  Control 

FITS  PIT!  86  Additional  Controls  for  Use  with  American  National  Standard 
Code  for  Information  Interchange 

FIPS  PUB  87  Guidelines  for  ADP  Contingency  Planning 

FIPS  PUB  94  Guidelines  on  Electrical  Power  for  ADP  Installation 

FIPS  PlTl  96  Guidelines  for  Developing  and  Implementing  a  Charging  System 
for  Data  Processing  Services 

FIPS  PUB  99  A  Framework  for  the  Evaluation  and  Comparison  of  Software 
Development  Tools 

FIPS  Pm  101  Guidelines  for  Life  Cycle  Validation,  Verification,  and 
Listing  of  Computer  Software 

Guidelines  for  Computer  Security  Certification  and  Accredita 
tion 


FIPS  pm  102 
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SAMPLE  USER  SURVEY  QUESTIONNAIRE 


This  survey  is  being  conducted  for  the  purpose  of  identifying  the 
computer  support  requirements  of  users  as  they  relate  to  the  estab¬ 
lishment  of  an  Information  Center  (IC).  The  IC  will  provide  the 
knowledge  and  skills  needed  to  user  microcomputer  technology 
productively.  The  expected  benefits  include  improved  productivity,  ini 
proved  quality  of  work  products,  improved  responsiveness  to  departner.  1 
needs,  and  reduced  waiting  time  for  information  required  in  management 
decision  making.  Your  feedback  is  important  su  that  the  IC  can 
of  lev. .  i  v  el  y  plan  how  to  meet  your  requirements. 

Please  answer  the  following  questions.  If  there  are  multiple 
reports/queries  that  apply  to  the  questions,  please  use  additional  sheets 
to  answer  each  part  of  the  question  for  each  report/query.  Thank  you. 

1.  Please  describe  your  job  (you  and  your  subordinates)  as  it  is 
today. 


2.  As  a  part  of  your  job,  do  you  generate  any  reports  or  answer 
one-time  inquiries? _ 

a.  How  long  does  it  take  you  (percentage  of  your  time)? 


b.  How  many  people  does  it  take? 


c.  How  much  overtime  does  this  require  (if  anyl? 


d.  What  is  the  frequency  of  the  reports? 


a.  Where  do  you  keep  this  data? 


b.  What  media  is  this  data  on'7 


c.  Who  else  uses  your  data"' 


5.  After  you  deliver  a  report,  how  often  are  you  asked  to  change, 
expand,  and/or  modify  that  report? 


a.  How  much  effort  does  it  take? 


L.  How  much  time  does  it  take? 


6.  In  generating  your  reports,  what  kind  of  special  functions  or 
skills  do  you  require?  Check  all  that  apply. 

a.  Mathematics  (statistical  analysis! 

b.  Graphics 

c.  Text  processing 

d.  Electronic  mail 

e.  Subscription  data  services 

f.  Modeling 

g.  Education  (computer  -  assisted  -  instructions) 

I 
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With  regard  to  the  next  12  months,  are  there  any  planned  changes 
to  your  mission,  work  processes,  reporting  requirements,  auditing, 
etc.?  If  so,  describe. 


8.  What  DP  services  are  you  using  today0 


D<  vou  use  any  outside  t ime  sharing  services? 


1 


s 


1 


11.  If  you  could  have  the  opportunity  to  change  things,  what  would 
you  do  differently? 


12.  Do  you  have  any  additional  information  that  you  feel  would  be 
of  interest  to  our  study  team? 


13.  Please  complete  the  chart  on  the  next  page,  indicating  the  support 
currently  needed  by  you  and  your  subordinates.  Check  both  those  needs 
that  are  immediate,  and  those  you  anticipate  in  the  next  year. 


SAMPLE  USER  SURVEY  QUESTIONNAIRE 


•  Support  Needed  by  Users 


Software: 

Artificial  htcSgena 
CorrrruTcrtens;  Electronic  Mil 
Communications.  Local  Ares  Networks 
Commricetions:  PC  -  Meinfrsme  Links 
Data  Bases 
Ebctronic  Calendars 
Fk  Management 
Graphics 

brtegrited  Packages 
bvtnctional 
Languages 
Modeing 

Project  Management 
Spnadsheets 
Statistics 
Word  Processing 

Capabilities: 

Access  to  Mainframe 
ComnuacatioRS 

Specifics  (Non- shared)  Personal  Computing 

Support  Oosirod: 

Appication  Problem  Resolution 
Qoiifoom  Training 
Computer  Based  Instruction 
demonstrations 

Hardwire  andior  Software  Acquisition 

u_.r_  - 

mm 

Mainframe  Access 
Newsletter 
Ona-orvOne  Training 

OrvUnt  Data  Searching  of  Commercial  Data  Bases 
Tadmicaf  Ubrary 
User  Group 

Hardware: 

- 

HVQOVn 

Personal  Canputar 

Hotter 

Printer 

LapTop  Computer 
Tamenal 
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INFORMATION  CENTER  CASE  STUDIES 


INSTALLATIONS  AT  A  GLANCE 


Fort 

Stewart 

Fort 

Monroe 

White 

Sands 

Missile 

Range 

Fort 

Hood 

Rock 

Island 

Arsenal 

Fort 

Ord 

C  oirmand 

FORSCOM 

TRADOC 

AMC 

FORSCOM 

AMC 

FORSCOM 

III  Corps 

Army 

2nd  Armd 

Armament 

1st  Cav 

Munitions 

6th  Cav 

and 

Act  ivi  tv  ■' 

Missile 

3rd  Sig 

Chemical 

Tenants 

24th  Inf 

HO  TRADOC 

Test 

CATA 

Activity 

7th  Inf 

Mi  1 1 tary 

Personnel 

15,000 

1,200 

1,400 

38,000 

370 

20,000 

Civilian 

Personnel 

2,600 

1,800 

4,000 

5,600 

10,000 

3,500 

IC 

Planning 

Begun 

05/84 

10/85 

10/85 

83-84 

09/84 

NA 

IC 

Imple 

mented 

07/85 

10/85 

07/86 

84 

01/85 

04  '85 

IC 

2  C 

14  C 

1  FT  C 

9  C 

12  C 

6  C 

Staf  f ing 

1  M 

0  M 

9  PT  C 

3  M 

0  M 

2  M 

912- 

804- 

505- 

817- 

317- 

408- 

POC 

767-2036 

727-3516 

678- 1271 

287-8466 

782-2825 

242-4567 

Memo  of 

Product 

User 

Unders  t  and-Manager 

Standards 

Groups 

ing  Re: 

Training  & 

Program 

Backup 

&  Auto 

&  Net- 

Training 

Comput  er 

Train- 

High- 

Equip- 

Help  Desk 

working 

&  Tactical 

Coord- 

ing 

1 ights 

ment 

Log 

Expertise 

ICs 

inators 

Facility 

Note:  Information  regarding  number  of  military  and  civilian  personnel,  and 
tenants  and  activities  at  each  installation  taken  from  ARMY]  The  Magazine 
°f_L§udi>ower  35, no.  10  (October  1985 1. 


FORT  STEWART 


Fort  Stewart,  Georgia  is  the  home  of  the  24th  Infantry  Division,  and 
has  a  population  of  15,000  military  and  2,600  civilians.  The  IC  at  Fort 
Stewart  was  officially  implemented  1  October  1985  and  encompasses  the 
functions  of  the  former  Automation  Management  Office  (AMO).  Many  IC  like 
services  were  offered  before  the  official  implementation  of  the  IC.  In 
keeping  with  the  microcomputer  focus  of  this  guide,  this  case  study  centers 
around  the  microcomputer  end-user  support  offered  by  Fort  Stewart.  Micro¬ 
computer  support  has  been  offered  since  1984.  Further  description  of  the 
IC  is  found  in  Appendix  F.  Figure  E-l  shows  which  services  are  currently 
being  provided  (height  ■  2)  and  those  which  will  be  provided  within  the 
next  year  (height  *  1). 

The  Fort  Stewart  User  Group  is  scheduled  to  meet  on  the  third 
Wednesday  of  each  month  during  regular  working  hours.  The  stated  purpose 
of  the  meetings  is  to: 

"provide  for  information  interchange,  discussion  of  application 
developments,  and  any  other  items  useful  to  the  group  as  a  whole." 

All  microcomputer  users  are  invited  to  attend  and  anyone  having  an  item  of 
interest  may  have  it  placed  on  the  agenda.  Speakers  are  usually  obtained 
for  these  meetings.  The  IC  maintains  a  library  of  public  domain  software 


FIGURE  E-l  SERVICES  PROVIDED 

FORT  STEWART 


t-  <  < 

O  or  ex 


UJ  uj  z 

uj  >  — 
z  £ 


w  00 

CD  Z> 


3  < 

O  O 


u  8  $  £ 


$  5 

I  V) 


z  I 


«  g 

§  § 
— '  1.1 


SERVICES 
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under  the  auspices  of  the  user  group.  This  software  is  available  to  users 
without  charge.  Users  having  an  application  that  is  of  such  general 
application  that  it  may  be  utilized  by  other  users  in  the  group,  are  urged 
to  submit  the  application  for  inclusion  in  the  library.  Forms  and 
instructions  for  documentation  and  submission  have  been  distributed  to  the 
user  group  members.  Minutes  of  each  meeting  are  distributed  to  all  users, 
and  may  contain  copies  of  other  articles,  notices,  or  announcements  of 
general  interest.  Appendix  F  contains  examples  of  user  group  related 
correspondence.  Demonstrations,  other  than  to  the  user  groups,  are 
scheduled  on  an  ad-hoc  or  as  requested  basis. 

The  1C  supports  end-users  with  a  terminal  on  a  mainframe  computer  or  a 
stand  alone  microcomputer,  and  plans  to  initiate  support  for  networked 
microcomputers  in  the  near  future.  It  attempts  to  fully  support  software 
purchased  from  a  list  of  recommended  software  and  will  support  other 
software  on  a  case  basis.  There  are  approximately  180  micros  currently  in 
use  on  Fort  Stewart,  all  in  a  stand-alone  mode.  The  micros  represent 
approximately  thirteen  different  models,  and  many  more  configurations.  The 
IC  has  a  backup  machine  in  its  demo  area  for  most  of  the  different  models 
in  use.  This  allows  the  staff  to  replicate  a  user’s  situation  over  the 
phone. 

The  IC  maintains  an  application  which  defines  various  standard  system 
configurations.  These  configurations  are  primarily  based  upon  the  items 
available  on  the  standard  GSA  lists.  Given  a  set  of  processing 
requirements,  the  application  can  print  out  a  configuration  listing  showing 
the  items  to  order,  stock  number,  price,  and  provide  an  order  total. 

The  Fort  Stewart  IC  is  involved  in  the  procurement  of  micros  through 
the  following:  (1)  determining  technical  configuration  with  the  user, 
specifically,  will  it  work  as  the  users  anticipates,  and  does  it  fit  the 
standard  information  architecture,  (2)  receiving  the  equipment  and  vcri 
fying  working  order,  (3)  issuing  the  hardware  and  software  to  the  user,  and 
(4^  conducting  a  four-hour  introductory  course  at  the  time  of  delivery.  In 
addition,  the  IC  maintains  an  automated  report  entitled  the  DOIM  DPI  In¬ 
ventory/Hand  Receipt  Report.  This  report  lists  all  equipment  and  software 
with  the  associated  costs  and  serial  numbers. 


FORT  MONROE 


Fort  Monroe,  Virginia  is  the  headquarters  of  the  Army  Training  and 
Doctrine  Command,  and  has  a  population  of  1,200  military  and  1,800 
civilians.  Their  IC  was  officially  implemented  in  July  1985;  planning  was 
initiated  in  May  1984.  An  implementation  plan  for  the  IC,  or  the  Physical 
Information  Center  (PIC)  as  it  is  called  there,  was  developed.  A  draft  of 
that  plan  is  found  in  Appendix  F. 

The  Fort  Monroe  IC  is  located  in  the  Customer  Support  Division  (CSD) 
of  the  Data  Processing  Field  Office  (DPFO).  The  IC  is  staffed  by  a  combi¬ 
nation  of  civilian  and  contractor  personnel.  A  summary  of  the  services 
currently  offered,  and  those  planed  by  this  IC  are  shown  in  Figure  E-2. 
Formal  classroom  training  on  microcomputer  hardware  and  software  is  offered 
by  the  Training  Branch,  Application  Systems  Division,  DPFO. 


FIGURE  E-2  SERVICES  PROVIDED 
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The  help/info  desk  was  established  in  September  1983,  to  handle  ADP 
related  hardware,  software,  and  communications  problem  calls.  The  IC  has 
developed  an  automated  help/info  desk  log,  Information  Center  Events  Pro¬ 
cessing  System,  ICEPS  to  track  the  status  of  problems  called  in  to  the 
help/info  desk.  This  log  is  updated  daily;  the  daily  logs  are  rolled  into 
a  weekly  report.  A  monthly  report  is  currently  being  developed.  A  sample 
copy  of  the  daily  log  is  found  in  Appendix  F. 

Periodic  demonstrations  of  new  and  existing  hardware  and  software  are 
conducted  in  the  IC.  The  IC  also  has  copies  of  many  of  the  most  popular 


software  packages  available  so  that  a  user  may  come  in  and  "test  drive"  a 
given  package  before  making  the  decision  to  buy.  In  addition,  several 
written  overviews  of  popular  software  packages  have  been  developed  and 
distributed  to  the  users.  The  IC  is  planning  to  start  a  newsletter  and 
User  Groups  within  the  next  year. 

Fort  Monroe  uses  Information  Systems  Officers  (ISOs),  who  are  located 
in  the  functional  areas,  and  who  have  ADP  knowledge.  Users  go  to  their  ISO 
first  when  they  have  a  problem,  then  if  the  problem  cannot  be  resolved  at 
that  level,  the  ISO  contacts  the  IC.  The  ISOs  meet  monthly.  Users  also  go 
through  ISOs  for  ADP  procurement  requests. 

A  single-user  microcomputer  standard  has  been  identified  for  HQ  TRADOC 
and  Fort  Monroe-.  The  IC  strongly  supports  this  standard,  and  provides 
assistance  to  those  using  the  standard  products.  Other,  non-standard, 
piodu  ts,  are  in  use,  but  the  users  are  made  aware  that  in-depth  support  may 
not  be  available  on  these  products. 

The  Fort  Monroe  IC  is  in  the  process  of  developing  product  specialists 
in  the  areas  of  word  processing,  spread  sheets,  databases,  project  manage¬ 
ment,  and  graphics.  Staff  development,  in  order  to  create  these 
specialists,  has  been  emphasized. 

The  IC  has  implemented  procedures  so  that  the  user  can  describe  his 
functional  requirements,  and  can  be  automated  without  the  need  to  under¬ 
stand  ADP  acquisition  or  equipment  configuration.  An  outline  for  the  basic- 
functional  requirements  for  automation  support  is  found  in  Appendix  F.  The 
process  includes  the  following  steps:  (1)  define  requirements;  (2)  IC 
recommends  configuration;  (3)  submit  documentation  for  approval;  (4)  submit 
request  for  procurement;  (5)  perform  site  survey;  (6)  equipment  delivery; 

(7)  inventory  and  hand  receipt  to  user;  and  (8)  equipment  installation. 
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WHITE  SANDS  MISSILE  RANGE 

White  Sands  Missile  Range,  Hew  Mexico  is  the  Army's  main  missile  test 
site  and  has  a  population  of  1,400  military  and  4,000  civilians.  Computer 
users  have  traditionally  been  supported  at  White  Sands  jointly  by  the 
Computer  Systems  Directorate  (CSD)  and  the  data  communications  shop. 

1  July  1986  marked  the  official  beginning  of  the  IC.  The  IC  had  been  planned 
since  October  1985.  A  summary  of  the  user  support  services  offered  by 
White  Sands  is  shown  in  Figure  E-3.  Services  planned,  but  not  currently 
offered  are  also  indicated. 


FIGURE  E-3  SERVICES  PROVIDED 
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SERVICES 


User  groups  have  been  used  successfully  at  White  Sands  Missile  Range 
for  more  than  twenty  (20)  years.  Four  (4)  different  groups  currently  meet: 
(1)  Work  Place  Automation  (WAS);  (2)  microcomputer;  (3)  Intel;  and  (4) 
scientific  and  engineering  users.  User  groups  meetings  are  scheduled 
monthly  during  duty  hours.  The  first  half  of  the  hour-long  meetings  are 
devoted  to  a  formal  presentation  by  a  subject  matter  expert.  The  last  half 
of  the  meeting  takes  the  form  of  a  roundtable,  where  users  share  problems, 
solutions,  and  lessons  learned.  Meetings  are  advertised  in  the  weekly 
installation  newspaper,  and  on  bulletin  boards. 


Training  is  sponsored  by  the  Scientific  Systems  Division  of  the  CSD. 
An  annual  training  needs  survey  is  conducted,  and  training  for  the  entire 


E-6 


year  is  scheduled  based  on  the  survey.  A  copy  of  the  needs  survey,  and  a 
course  evaluation  form  are  found  in  Appendix  F.  Actual  classroom  training 
is  conducted  by  contract  personnel,  but  the  course  curricula  is  set  by  the 
staff. 

White  Sands  conducts  an  annual  survey  of  all  elements  on  post  to 
solicit  information  on  applications  in  use,  including  software  developed  by 
users.  The  survey  results  in  a  published  catalog  which  lists  the 
application  area,  how  the  software  is  used,  the  organization,  and  a  point 
of  contact,  for  each  application.  IC  also  maintains  an  automated 
library  of  public  domain  software  available  to  users  without  cost. 
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FORT  HOOD 


Fort  Hood,  Texas  is  the  headquarters  of  III  Corps,  2nd  Armored 
Division,  1st  Cavalry  Division,  6th  Cavalry  Brigade,  3rd  Signal  Brigade, 
and  Combined  Arms  Test  Activity  and  has  a  population  of  38,000  military  and 
5,600  civilians.  The  IC  at  Fort  Hood  has  been  in  existence  since  1984; 
planning  for  the  center  was  begun  during  1983-4,  A  summary  of  those 
services  currently  offered  by  the  IC,  and  those  planned,  is  shown  in  Figure 
E-4.  In  addition  to  the  current  centrally  located  IC,  two  additional  ICs 
are  planned  at  each  end  of  the  post. 


FIGURE  E-4  SERVICES  PROVIDED 
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SERVICES 


Training  is  offered  and  conducted  by  IC  staff.  Users  are  required 
to  participate  in  training  before  they  are  issued  a  PC,  The  IC  offers 
training  on  the  installation's  standard  software  packages,  and  provides 
training  geared  to  managers  as  well.  The  Civilian  Personnel  Office  (CPO) 
conducts  a  semi-annual  training  requirements  survey,  and  schedules  students 
for  training.  Both  civilian  and  military  personnel  are  eligible  for 
training.  A  local  college  has  agreed  to  accept  courses  offered  by  the  IC 
for  credit.  The  responsibilities  of  the  D0IM  IC,  CPO,  and  DAMO  are  described 
in  a  formal  Memorandum  of  Understanding.  A  copy  of  this  document  is  in 
Appendix  F. 


i  *  -  -  *  «  ’  - .  -  ■  ■  *  *  ti* 


The  four  (4)  of  the  six  (6)  tactical  units  at  Fort  Hood  have 
established  their  own  ICs,  which  focus  heavily  on  training.  Users  begin 
with  the  vendor  supplied  tutorials  that  come  with  the  software  packages. 

They  then  progress  to  paper  tutorials,  developed  by  the  tactical  ICs,  with 
exercises  based  on  work  requirements.  When  the  user  has  completed  this 
tutorial,  he  develops  an  application,  with  the  help  of  the  tactical  IC, 
specific  to  his  job  situation.  This  training  sequence  may  take  place  over 
a  period  of  several  months,  with  the  user  spending  approximately  four  (4) 
hours  a  week  in  the  tactical  IC.  An  Information  Management  Council  is 
planned,  which  would  bring  together  on  a  regular  basis  the  tactical  unit 
information  managers  with  the  DOIM  and  staff. 

The  sequence  for  procurement  of  ADP  resources  is  as  follows:  (1)  user 
identified  need;  (2)  IC  analyst  helps  user  identify  requirements;  (3)  user 
completes  capabilities  requirements  form  (a  copy  is  located  in  Appendix  F); 

(4)  requirement  goes  to  the  plans  and  management  office  for  approval;  (5) 
requirement  goes  to  automation  division  chief  who  transfers  it  to  a  program 
analyst  when  it  is  mainframe  related,  or  to  the  IC  when  it  is  PC  related; 

(f)'  the  IC  configures  the  system;  (7)  the  configuration,  a  project  design  plan 
and  a  dollar  estimate  go  to  the  user  for  review;  (8)  item  ordered;  (9)  user 
receives  training;  and  (10)  IC  provides  installation  assistance. 

The  Center  estimates  that  90*  of  the  users  purchase  the  installation 
standard  hardware  and  software  products.  The  IC  does  not  promise  to 
provide  in-depth  support  of  products  not  listed  on  the  standard  list. 


ROCK  ISLAND  ARSENAL 
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Rock  Island  Arsenal,  Illinois  is  the  headquarters  of  the  Army 
Armament,  Munitions  and  Chemical  Command  and  has  a  population  of  370 
military  and  10,000  civilians.  The  IC  at  Rock  Island  was  implemented  on 
1  January  1985  and  a  reorganization  was  expected  1  October  1986.  Planning 
for  the  Center  was  initiated  in  September  1984.  The  installation  has  been 
working  with  an  IC  like  concept  for  more  than  eight  (8)  years.  A  summary 
of  the  services  currently  offered  by  the  IC,  and  those  planned,  is  shown  in 
Figure  E-5. 


FIGURE  E-5  SERVICES  PROVIDED 
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SERVICES 

The  IC  at  Rock  Island  has  developed  applications  for  users;  an 
atypical  function  for  an  IC.  Working  closely  with  the  end-user,  a  Manpower 
Tracking  System,  an  Acquisition  Tracking  Center,  and  several  other 
applications  have  been  developed  for  the  installation. 

The  IC  has  developed  a  training  course  for  managers,  which  includes 
demonstrations  of  the  software  packages  most  widely  used  on  the  Island. 

The  course  was  prepared  and  is  presented  using  Energraphics  software,  and  a 
projection  unit.  This  program  has  top  management  support,  and  has  been 
recommended  by  the  Commanding  General.  A  copy  of  the  DF  to  all  Rock 
Island  directorates,  and  a  course  outline  is  included  in  Appendix  F. 


The  IC  surveys  users  every  two  (2)  to  three  (3)  three  months  to 
ascertain  training  requirements.  Responses  are  returned  on  a  DF.  The  IC 
offers  a  three  (3)  day  training  course  which  is  conducted  by  the  Chicago 
branch  of  the  Office  of  Personnel  Management  (OPM).  Commercially  available* 
paper  and  computer  based  tutorials  are  also  available  for  users,  by 
appointment . 

Each  directorate  at  Rock  Island  has  a  Computer  Coordinator  (CC). 

Tins  is  a  full-time  staff  position.  The  CCs  function  as  mini  ICs.  Users 
go  to  their  CC  first,  when  they  have  an  ADP  related  problem.  The  CCs  set 
up  applications — often  providing  user  friendly  menus,  distribute  passwords, 
and  provide  one  on-one  training  for  users.  The  CCs  use  the  IC  as  a  resource 
when  they  need  additional.  Because  the  CCs  are  located  in  the  directorate, 
their  knowledge  of  the  particular  business  area  is  often  useful  when 
helping  the  user. 


FORT  ORD 
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Ord,  California  is  the  home  of  the  7th  Infantry  Division,  and  has 
ion  of  20,000  military  and  3,500  civilians.  The  IC  was  an 
of  the  1983  ISP;  the  Center  was  officially  implemented  in  April 
two  year  projection  of  work  tasks  was  formualted  in  November  1985. 
the  IC  occupies  two  (2)  buildings.  One  building  is  devoted  to 
and  is  also  the  location  of  the  help  desk.  The  second  building 
staff  offices,  and  the  software  library.  A  summary  of  the  IC's 
both  those  currently  offered  and  those  planned,  is  found  in 
6. 


FIGURE  E-6  SERVICES  PROVIDED 

FORT  ORD 


-j  o  z  in  o 

3  °  3  °  £ 

£  g  3 


V)  O  >  fc= 
O  liJ  C  2 

3  *  O  < 


t-  l/>  O 

z  o  u_ 


^  M  f 
“  =>  k 
N  O  Q 


V)  o 

O  o 


X  Z  \n  D 
Or  P  Z  m 


oujincro-Joozo 

<JZC^UJ2jtQ_00 


M-  »  A.  O  W  V / 

E5C#  o<o- 


P  i  9  w  £ 


oc  £ 
O  \ 


SERVICES 


The  IC  has  developed  training  courses,  which  include  paper  tutorials. 
These  tutorials  allow  the  user  to  replicate  the  classroom  exercises  after 
he  returns  to  the  office.  An  outline  of  one  of  these  tutorials  is  found  in 
Appendix  F.  The  classes  meet  for  half  a  day,  for  one  week.  The 
instructors,  members  of  the  IC  staff,  are  also  available  for  one-on-one 
consultations  with  users.  The  computer  classroom  is  also  available  to 
users  when  courses  are  not  in  session.  The  classroom  is  currently 
furnished  with  six  (6)  PC  borrowed  from  the  functional  areas;  the  IC  has  it 
own  PC 8  on  order.  Initially,  the  IC  scheduled  users  for  training.  This 
function  was  recently  turned  over  to  the  CPO.  The  IC  is  currently 
considering  arranging  classes  according  to  GS  grade  level  to  ensure  more 
homogeneity  in  the  classroom. 


A  trouble  tracking  sheet  has  been  developed  by  the  IC.  A  copy  of  this 
sheet  is  located  in  Appendix  F.  This  system  ensures  that  trouble  calls  are 
followed  until  the  problem  is  resolved. 

The  Center  maintains  a  software  library  which  contains  four  (4)  to  six 
(P>1  copies  of  popular  software  packages,  including  several  tutorials. 

Users  can  check  out  software  from  the  library. 

Hardware  and  software  is  hand  receipted  to  the  users  from  the  IC.  The 
IC  manages  the  contracting  and  configuration  aspects  of  procurement. 

Moneys  are  transferred  to  the  IC  for  purchases. 
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APPENDIX  F 


MATERIALS  DEVELOPED  BY  ARMY  ICs 

TRAINING 


DOCUMENT  TITLE  INSTALLATION  PAGE 

EDUCATING  MID/HIGH  LEVEL  MANAGERS  ROCK  ISLAND  ARSENAL  F  1 

NEEDS  SURVEY  WHITE  SANDS  MISSILE  RANGE  F  5 

DOIM  STUDENT  INFORMATION  ( FORM')  FORT  HOOD  F-7 

CLASS  QUESTIONNAIRE  (EVALUATION)  WHITE  SANDS  MISSILE  RANGE  F-9 

PARTICIPANT  EVALUATION  FORT  HOOD  F- 11 

MEMORANDUM  OF  UNDERSTANDING  FORT  HOOD  F  13 

DOS/MICROS  TRAINING  COURSE  FORT  HOOI)  F- 15 

LOTUS  1-2-3  INTRODUCTION  (TUTORIAL)  FORT  ORD  F-37 


PROBLEM  TRACKING  LOGS 

DOCUMENT  TITLE 

INSTALLATION 

PAGE 

DAILY  REPORT 

FORT  MONROE 

F-41 

PROBLEM  REPORT  LOG 

FORT  HOOD 

F-53 

IC  TROUBLE  SHEET 

FORT  ORD 

F-55 

USER  GROUPS 

DOCUMENT  TITLE  INSTALLATION  PAGE 

MICROCOMPUTER  USER  GROUPS  MEETING  FORT  STEWART  F-57 


DOCUMENT  TITLE 


ADP  REQUIREMENT/REQUEST 


INSTALLATION 


PAGE 


BASIC  FUNCTIONAL  REQUEST  FOR 

AUTOMATION  SITPORT  FORT  MONROE  F  63 

CAPABILITY  REQUIREMENT  FORT  HOOD  F~69 


DOCUMENT  TITLE 


IMPLEMENTATION  PLANS 

INSTALLATION 


PAGE 


PIC  IMPLEMENTATION  PLAN  (DRAFT) 


FORT  MONROE 


F  73 


S' 


DOCUMENT  TITLE 

INSTALLATION 

CUSTOMER  SITPORT  DIVISION  SOPS 

Ol'Tl  I  NT 

FORT  MONROE 

POSITION  DESCRIPTIONS 

DOCUMENT  TITLE 

INSTALLATION 

'MISC 

FORT  STEWART 

MI  SC 

FORT  MONROE 

MISC 

FORT  HOOD 

f  MISC 

FORT  MCPHERSON 

INDIVIDUAL  DEVELOPMENT  PLAN 

DOCUMENT  TITLE 

INSTALLATION 

UPWARD  MOBILITY  PLAN 

MILPERCEN 

USER  GUIDES 

DOCUMENT  TTTIF 

INSTALLATION 

ADP  INFORMATION  GUIDE 

TAP  IF  OF  CONTENTS) 

FORT  HOOD 

NEWSLETTERS 

DOCUMENT  TITLE 

INSTALLATION 

MII.PFRCEN  I C  JOURNAI 

MTIPFRCEN 

DOIM  IC  NEWSLETTER 

FORT  HOOD 

BROCHURES 

pnn’MFNT  T1TI.I 

INSTALLATION 

P.S.  ARMY  MTLPERCEN  IC 

MILPERCEN 

DOCUMENT  TITLE 


IC  PROGRAM  DESCRIPTION 

INSTALLATION 


FORT  STEWART  INFORMATION  CENTER  FORT  STEWART 
FORT  ORD  INFORMATION  CENTER  FORT  ORD 


10CK  ISLAND  AKSENAL 
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DISPOSITION  FORM 

f  or  UH  0<  IM»  l0>m  lt«  AB  340-15.  th«  proponent  *gtne)r  It  TAOO 
TcaTZrr  no  npfir.f  symbol I  SUBJECT 


[REFERENCE  OR  OFFICE  SYMBOL 

\MSMC-MSS-I 


SUBJECT 

Educating  Mid/High  Level  Managers 


I T0  ALL  DIRECTORATES  AMSMC-MS  5171  0  2  JUN  1986  ^ 

Mr.  Christison/jer/22825 

j l .  The  CG  has  recently  recommended  instruction  for  mid/high  level  managers  in  an  abbreviated 
■orkplace  automation  course.  The  purpose  of  this  instruction  is  to  give  the  manager  an 
ivareness  of  the  capabilities  and  to  share  experiences  in  using  the  new  high  tech  tools. 

The  course  will  survey  recent  developments  in  hardware/software  and  provide  demonstrations 
n  how  they  are  being  applied  to  assist  in  improving  productivity  in  the  workplace  (end). 
j:i3ny  areas  have  reported  a  15-20  percent  increase  in  productivity  with  isolated  cases  of 
j 80  percent.  The  use  of  these  tools  has  contributed  to  cost  avoidance  in  the  millions  of 
lollars. 

I3.  Training  sessions  will  be  held  each  Wednesday,  starting  04  Jun  86  (1200-1500)  in  the 
'.MSMC-KSP  conference  room,  building  104,  2nd  floor,  west  wing. 


£4.  To  implement  this  training,  request  each  directorate  appoint  a  POC  to  coordinate  scheduling 
Ivith  AMSMC-MSS-I ,  Ralph  Christison,  extension  22825. 


! 


nr  1 

As  stated 


DAVID  L.  0'MELIA 

Director,  AMCC0M  Information  Management 


EDUCATING  MID/HIGH  LEVEL  MANAGERS 

Workplace  Automation  Tools 
MEOL( 

a.  E-MAIL 

b.  Word  Processing 

c.  Spreadsheet  (Demo) 

d.  Data  Base  (INFO,  (DEMO)  PC-INFO,  FOCUS,  dBASE  III) 

e.  Graphics 

f.  Project  Management  (Display) 

g.  LSSA  Tool  Kit 

h.  MFWS  Concept 
Networking  (Connectivity) 

a.  PRIMENET 

b.  LAN,  SUBLAN 

c.  DDN 

Training  Sources 

a.  OPM  (LOTUS,  dBASE,  WORDSTAR,  CROSSTALK) 

b.  INTEL  (Chi) 

c.  Local  Community  Colleges  (SCC) 

d.  Information  Center 

e.  AMETA 

Information  Management  Plan  (IMP) 
a.  Approval 


b.  Funding 


Hardware  Availability 

a.  PRIME  MINI  (PRIMOS/UNIX) 

b.  INTEL  MICRO  (UNIX) 

c.  MICRO  (MS-DOS) 

d.  DA  MINI 

e.  Tri-Service  (Zenith) 

Interoperability 

a.  Uploading/Downloading  (text) 

b.  Exchange  Files 

(1)  FOCUS.-  LOTUS  1-2-3 

(2)  INFO  -  dBASE  III 

(3)  LOTUS  1-2-3  -  LOTUS  1-2-3  (via  tele  lines) 

(4)  INFO  -  INFORMIX 

(5)  INFORMIX  -  PRIME  -  CCSS 

(6)  WORDSTAR  -  PRIME-  MILNET 
Major  Micro/Mini  Operational  Systems 

a.  ATC 

b.  CMC 

c.  MISS  War  Room 

d.  FAA  Charts  RD  (AMC) 

e.  FAA  Charts  IBEA  (VCSA) 

f.  Manpower  Budget 

g.  PARR/COB /lOB 


S:  30  Apr  86 


DISPOSITION  FORM 

F  m  »♦  ttm  form,  w  AH  340- 15:  tM  p«opon«flt  tpncy  it  T AGO 


<EI  HENCE  OA  OFFICE  SYMBOL 

STEWS-PO-T 


o  Training  Coordinators: 


SUBJECT 

FY  87  Survey  Needs  for  INTEL  310  AND  VYSE  PC's  Software 
Training 


*  ww  CMT  1 

Ms.  Gregorcyk/bg/67§-1533 


DPCA 

JA 

PO 

IR 

ATOR-TRM 

OTD 

DE-BM 

NR-LM 

PR 

TE-SE 

RU 

AMXTM-CW-WS-R 

ID 

0D 

SA-E 

ARRADCOM 

SLCVA-RMS 

NOMTS 

IG 

PA 

SA-R 

AMSTE-MO-W 

DMA 

TC 

IS-MA 

✓PL 

SD 

ASNC-TWS 

HSHM-MHC 

DALO-TAM-WH 

1  Attached  at  Enclosure  1  is  a  request  by  Di-CS-S  for  FY  87  Needs  Survey  for  INTEL  310  and 
VTroE  PC's  Software  training. 

2  Please  forward  survey  results  to  STEWS-PO-T,  Attention:  Joan  Gregorcyk,  NLT  30  Apr  86. 

3.  If  there  are  any  technical  questions  concerning  the  attached  survey,  please  contact 
Mi  Joe  Silva,  678-1408. 


DAVID  S.  LEONARD 

Chief,  Training  &  Development  Division 


s;_"S-pl-p  , 
?'  PC-T  / 


FP.0M  ?L 


DATE  29  APR  386  CMT2 

Mr.  Foster/kl/67.*-5670 


T'.-'1  requested  surve'1  results  are  enclosed. 


^ireepor,  Plans  and  Quality  Assurance 


The  purpose  of  this  survey  is  to  determine  FT  87  training  needs  for  the  Intel 
310e  and  Vyse  PCs.  Listed  belov  is  the  most  common  software  for  these 
systems.  For  each  item,  please  indicate  the  number  of  persons  in  your 
organisation  who  will  require  training  during  FT  87.  If  a  particular  subject 
you  are  interested  in  is  not  listed,  please  enter  it  in  the  line  marked 
"other"  and  write  a  brief  description.  Please  make  entries  only  on  those 
software  packages  which  your  organization  has  or  will  possess. 


XENIX  ( INTEL  310)  CURRICULUM 

Organization 

£ 

iDIS  &  E-Mail 

iVORD 

_ 

Lyrix 

Multiplan 

iDB 

Informix 

High  Tech  Business  Graphics 

PBG  200 

3 

iPC 

„2__ 

iDB  DBMS  Administraion 

2 

Informix  DBMS  Administraion 

System  Administration 

Other 

Other 

MS-DOS  (PC)  CURRICULUM" 

.5. 

PC  using  MS-DOS 

MultiMate 

WordStar 

Super Calc2 

Lotus  1-2-3 

Symphony 

Framework 

DBase  III 

Crosstalk 

_ 

Harvard  Project  Manager 

Energraphics 

Multiplan 

n 

Enowledgeman 

Graf fhopper 

Pertmaster 

Open  Access 

FORT  HOOD  INFORMATION  CENTER 


DOIM  STUDENT  INFORMATION 

NAME  i-ASr.  HRST) 

RANK 

TELEPHONE  NUMBER 

VIACOM 

UNIT 

CLaiS(CkECkON) 

DOES  YOUR  OFFICE  HAVE  THE  FOLLOWING: 

(CHECK  ONE) 

[  ]  WORDSTAR 

[  1  LOTUS  123 

SYSTEM 

YES 

NO 

ON  ORDER 

i  j  DBASE  III 


i  1  &W3 


MICROCOMPUTER 


ficJdftionol  comments,  if  any. 


FORT  HOOD  INFORMATION  CENTER 


f 


PARTICIPANT  EVALUATION 

(CPR  400) 


Uh  rmrH  for  additional  comments 


Course  Dates 


Course  Title 


1  What  did  you  expect  to  gain  from  this  course' 


3  What  is  your  overall  evaluation  of  the  course?  (Circle  the  letter) 

Lxcellent  Very  Good  Satisfactory  Unsatisfactory 

ABC  D 


4  Evaluate  the  effectiveness  of  each  instructor.  (Use  letter  scale  in  3  above  and  add  your  comments.) 


Rating  |  Reason 


5  What  did  you  particularly  like  about  the  course. ..What  were  its  strengths? 


6  Do  any  parts  of  the  program  need  improvements?  [  ]  NO  [  )  YES  (Please  explain) 


7  Did  the  course  achieve  its  objectives?  I  ]  YES  [  j  NO  (If  not,  please  explain) 


8  General  Comments: 


Signature  (Optional) 


FH  1  OCT  *83  1  008  (CPO)  PREVIOUS  EDITIONS  OF  THIS  FORM  ARE  OBSOLETE 


F-l  1 


REPLY  TO 
ATTENTION  Of 


DEPARTMENT  OF  THE  ARMY 

HEADQUARTERS  HI  CORPS  AND  FORT  HOOD 
FORT  HOOD,  TEXAS  74S44 


MEMORANDUM  OF  UNDERSRANDING 
BETWEEN 

CIVILIAN  PERSONNEL  OFFICE,  CORPS  AUTOMATION  MANAGEMENT  OFFICE, 
HEADQUARTERS  COMMAND,  AND  DIRECTORATE  OF  INFORMATION  MANAGEMENT 

SUBJECT:  Computer  Related  Training 


The  following  items  are  agreed  to  by  the  undersigned: 

1 .  DOIM  will: 

a.  Provide  computer  related  training  for  both  mainframe  and 
microcomputer  based  systems*  Training  is  currently  provided  in 
CMS,  APL/DI,  microcomputer  operations,  Lotuu  123,  WordStar,  and 
dBase  III.  Classes  will  be  added/deleted  by  the  DOIM  as 
requirements  dictate. 

b.  Provide  a  schedule  of  classes  to  be  presented  twice  a 
year;  in  December  for  the  January-June  period  and  in  June  for  the 
July-December  period.  Scheduling  will  be  based  on  requirements 
input  from  CPO,  Corps  AMO,  and  Hqs  Cmd. 

c.  Allocate  attendance  quotas  for  the  classes  to  CPO,  Corps 
AMO,  and  Hqs  Cmd  based  on  requirements  provided  by  the  above 
organizations. 

2.  CPO,  Corps  AMO,  and  Hqs  Cmd  will: 

a.  Identify  personnel  to  attend  classes  in  accordance  with 
quotas  provided  by  DOIM;  CPO-civilian  personnel.  Corps  AMO-MSC 
military  personnel,  Hqs  Cmd-Hqs  Cmd  military  personnel. 

b.  Conduct  a  computer  training  requirements  survey  twice  a 
year  and  provide  results  to  DOIM  by  10  December  and  10  June  of 
each  year. 


c.  Act  as  the  single  point  of  contact  for  personnel  (as 
indicated  above)  requesting  computer  related  training. 
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SUBJECT:  Computer  Related  Training 


3.  Effective  date:  This  agreement  becomes  effective  15  Nov  85. 


TT  Leonard 
COL,  AG 
DOIM 


DATE 


doj 


Donald  L.  Trent 
LTC,  AD 

Commander,  Hqs  Cmd 


DATE 
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R.  S .  NewberrW 
LTC,  SC  I 
Corps  AMO 


DATE  / 2-  AJOJ 


Jlames  E.  Hiltz 
civilian  Personnel  Ofticer 


DATE 
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FORT  HOOD  INFORMATION  CENTER 


INTRODUCTION  TO  DOS 


P*?k  °Perating  System  (DOS)  is  a  set  of  programs 
t  t  help  you  run  the  microcomputer.  You  can  think  of 
DOS  as  a  trans later  who  help  you  communicate  with  the 
computer  and  application  software.  At  the  same  time 
them  iU  organize  y°u  flles  «nd  help  you  take  care  If 


^  Lr*  L,-T !/*  L'>  p v.  w  w  v  -n  pi  v*  v  *  pn  if*  'ii  *  vsimrv  kst* yr^nf 
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ABOUT  YOUR  DOS  USER'S  GUIDE  AND  DISKETTE 

DOS  comes  with  your  computer*  The  DOS  diskette  is 
located  in  the  back  of  your  DOS  USER  GUIDE  in  a 
plastic  pocket. 

This  is  what  comes  with  DOS: 

1.  DOS  USER’S  GUIDE 

2.  DOS  DISKETTE 


DISKETT  E 


Vs 

% 

I 


i'.* 

C 
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COPYING  YOUR  DOS  DISKETTE 


The  first  thing  you  need  to  do  after  setting  up  your 
computer  is  to  sake  a  working  copy  of  your  DOS  diskette 
That  way  you  will  not  be  shut  down  if  your  DOS  diskette 
becomes  misplaced  or  damaged .  ~ 

When  you  make  a  backup  diskette,  you  should  label  and 
date  it  using  a  felt-tip  pen.  Store  the  original 
diskette  in  a  safe  place,  be  sure  to  put  it  in  a 
protective  envelope. 


WHEN  DO  YOU  NEED  DOS  IN  THE  COMPUTER 

You  need  to  put  DOS  In  the  computer  when  you  first  turn 
It  on.  Place  the  disk  labeled  DOS  in  the  A  drive  and  turn 
the  power  switch  on.  The  computer  will  read  what  is  on 
the  disk  and  load  it  into  memory.  Only  part  of  the 
commands  are  loaded  into  memory,  these  ?re  <;®lled 
internal  commands.  You  will  not  need  the  DOS 
diskette  in  the  A  drive.  The  commands  that  are  not 
loaded  into  the  memory  are  called  external.  To  use this 
set  of  commands  you  must  have  the  DOS  diskette  in  the  A 

drive . 


INTERNAL  COMMANDS 

DIR 

COPY 

ERASE 

RENAME 

TYPE 

You  do  not  need  the 
Dos  diskette  in  drive 
A  for  these  commands 
to  work. 


EXTERNAL  COMMANDS 

FORMAT 
DISK.  COPY 
DISKCOMP 
CHKDSK 


You  need  the  DOS 
diskette  in  the  A 
drive  for  these 
commands  to  work . 


WRITE-PROTECT  NOTCH 

Your  diskette  can  be  protected  from  being  written  on,  by 
placing  a  tab  over  the  write-protect  notch.  When  the  tab 
is  in  place  the  computer  can  not  write  over  information 
already  on  the  diskette. 

Your  diskette  come  with  write-protect  tabs.  When  you 
receive  a  new  box  of  diskettes,  there  are  tabs  and  labels 


« 


j 

Flies  are  related  lnfornatlon  that  you  store  on  a 
diskette.  Each  file  has  a  name  made  up  of  a  filename  and 
a  file  extension.  A  file  name  can  be  any  name  you  wish  to 
use  up  to  eight  characters  and  a  file  extension  can  have 
up  to  three  characters. 

File  names  can  use  the  alphabet  (A-Z)  and  numbers  (0-9). 

The  use  of  special  characters  is  not  recommended  for  some 
of  these  symbols  have  special  meaning  to  DOS. 

If  a  file  name  Includes  an  extension,  you  must  use  both 
parts  when  telling  DOS  about  that  file. 


FILENAME  SPPARATOR  EXTENSION 


ABCD1234 

UP  TO  B  CHARACTERS 


A 


XXX 

UP  TO  3  CHARACTERS 


PERIOD  AS  SEPARATOR 


UKiVL  arbClMCAiiUNb 

You  must  tell  DOS  where  to  look  to  carry  out  a  command.  You 
do  this  by  designating  the  drive.  The  drive  letter  and  a 
colon  are  called  the  drive  specifier.  On  a  two  disk  drive 
system  there  is  the  A:  drive  and  the  B:  drive.  If  you  are 
working  with  a  hard  disk  drive  You  have  C:  drive  and  A:  drive. 

DOS  will  tell  you  which  drive  is  in  control  by  the  prompt 
A> ,  on  a  hard  disk  you  will  see  C>  prompt.  If  you  want  to 
go  from  one  drive  to  the  other  Just  type  A>  b:. 


MAKT1NU  DOS 


Starting  DOS  means  to  have  the  computer 
and  place  the  Internal  commands  into  It 
tell  you  that  it  is  loaded  when  you  aee 


read  the  diskette 
s  memory*  DOS  will 
the  A>  prompt. 


When  you  are  loading  DOS  you  will  be  asked  to  enter  the 
proper  date.  You  will  type  the  date  In  order  of  month, 
day,  and  year.  You  can  separate  the  date  by  a  dash  or  a 
slash  (  -  /  ).  Once  you  have  typed  the  date  press  the  enter 
key . 


■L  » 


date:  12-04-85 
A  A  A 


enter 

key 


mont'h  dav 


u  a  n  n 


TIME 


I 

(I 


Once  the  date  is  typed  in  DOS  will  ask  you  to  enter  the 
correct  time.  You  will  type  the  tine  In  order  of  hour, 
minutes,  and  seconds  (  you  do  not  need  to  enter  the 
seconds  ).  Separate  the  hours  from  minutes  with  a  colon. 
When  the  correct  time  is  typed  in  press  the  enter  key. 


time  8  :  15 


hour  minutes 
col  on 


enter 

key 


Ol 


1 
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GIVING  DOS  A  COMMAND 


To  give  DOS  a  command  you  type  the  command  at  the  A> 
prompt  followed  by  the  filename  and  the  extension.  If  you 
wish  to  have  the  command  carried  out  on  another  drive  type 
the  command  at  the  A>  prompt  followed  by  the  filename, 
file  extension,  and  the  drive  specifier.  You  can  enter 
commands  in  either  upper  or  lower  case.  When  the  command 
has  been  properly  typed  in  press  the  enter  key. 


A  > 


'Tv. 

'omp  t 


copy 

st\ 


new 

1" 


1  23 


t 


b  : 

/N 


filename  extension 


command 
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FORMAT 


The  format  command  le  uaed  to  check  the  dlek  for  any 
defective  tracka,  it  alao  aligns  the  dlek  to  operate  on 
the  alcrocoaputer  that  you  are  ualng.  The  dlaka  ere  Bade 
to  be  uaed  on  any  alcrocoaputer  and  auat  be  foraatted 
before  It  can  be  uaed  on  your  coaputer.  The  laat  thing 
foraat  does  for  you  la  to  prepare  the  dlak  for  a  file 
allocation  table. 


A  > FORMAT 

command 


: 
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DISKCOPY 


m 

| 

i9 
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The  diskcopy  command  la  used  to  make  an  entire  copy  of  one 
disk  on  to  another.  It  is  not  used  to  make  a  single  copy 
of  one  file;  use  the  copy  command  to  do  that  (  the  copy 
command  will  be  covered  later  ).  Use  the  diskcopy  command 
to  make  working  copies  of  your  system  disk  (IF  THE 
COPYRIGHT  WILL  PERMIT  YOU  TO!!!), or  to  make  a  backup  of 
your  data  disk. 

You  will  need  the  DOS  diskette  in  the  A  drive.  At  the  A> 
prompt  type  diskcopy  and  press  the  enter  key  (  on  the  IBM 
type  diskcopy  followed  by  A:  B:  ). 


A  > 


D I SKCOPV  A: 

't'  'T- 


COMMAND 


SOURCE 

DRIUE 


B: 

'T 

TARGET 

DRIUE 
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DISKCOMP 

The  diskcoap  coaaand  will  let  you  eee  If  two  diaks  have 
the  saae  exact  Inforaatlon  on  thea.  You  can  uae  thia 
coaaand  to  aee  if the  backup  la  identlcale  to  the  original. 

You  will  need  the  DOS  diak  in  drive  A.  At  the  A>  proapt 
type  diskcoap  and  press  the  enter  key  (  on  the  IBM  you 
will  type  diskcoap  A:  B:  and  press  the  enter  key  ). 


A 

A 


DIRectory 


You  use  the  DIR  (  directory  )  command  to  see  what  flies 
are  on  your  disk.  The  directory  will  show  you  the  exact 
filenames  and  extensions  that  you  have  used  on  that  disk. 
It  will  also  tell  you  the  number  of  characters  that  are  In 
the  file,  and  the  date  and  time  you  last  worked  with  the 
file.  THE  DATE  TIME  THAT  APPEARS  IN  THE  DIRECTORY  IS  WHY 
YOU  SHOULD  ALWAYS  ENTER  THE  CORRECT  TIME  AND  DATE  WHEN 
LOADING  DOS. 

To  call  up  your  directory  at  the  A>  prompt  type  dir  and 
press  the  enter  key.  If  you  wish  to  Iook  at  the  directory 
on  another  drive,  at  the  A>  prompt  type  dir  and  then  the 
drive  you  wish  to  look  at. 


A  >  DIR  Bt: 

commamd  drive 
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COPY 


The  copy  command  is  used  Co  copy  a  file  or  a  number  of 
files  from  one  disk  to  another  disk.  At  the  A>  prompt 
type  copy  the  filename  and  the  file  extension  and  then  the 
drive  specifier. 

You  can  also  use  a  wild  card,  an  ASTERISK  in  a  filename  or 
extension  or  both.  The  will  card  will  copy  all  files  with 
that  same  filename  or  file  extension.  At  the  A>  prompt  you 
could  type  *.com  B:  and  the  computer  would  copy  all  riles 
with  the  extension  of  COM.  onto  the  disk  in  the  B  drive. 


A >  COPV  NEU.YVV  B: 

/  /K 

command  filename  extension  drive 
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REN am e 


$ 


i 
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The  ren  commend  is  used  to  rename  a  file  or  extension  to  a 
new  name  and  extension.  Often  we  name  a  file  with  one 
that  is  hard  to  remember;  rename  let's  you  change  that 
name  to  one  that  is  easier  to  remember.  At  the  A>  prompt 
type  ren,  the  old  file  name,  file  extension,  and  then  type 
the  new  name  and  extension. 


command 


A  > 


■l 


REN  OLD. XXX  NEU. VVV 

old  filename  extension  t  T 


new  filename  extension 
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The  type  command  is  used  to  let  you  see  what  is  in  a  file 
and  have  it  displayed  on  screen.  If  it  is  a  text  file  you 
may  be  able  to  read  it,  a  program  file  aay  be  unreadable. 
At  the  A>  prompt  type  in  type  and  the  filename. 


A >  T VP E  NEU.YVy 

T  T  T 

command  filename  extension 
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FORT  ORD  INFORMATION  CENTER 


INFORMATION  CENTER  TROUBLE  SHEET 
PHONE:  4895 


PERSON  REPORTING 

TROUBLE  : _ USERID: _ 

TODAY'S  DATE: _ CURRENT  TIME: _ 

TIME  TROUBLE  OCCURED: _ 

UN  I  T  : _ BLDG*  : _ PHONE  : _ / 


TROUBLE  AREA 

CIRCLE  ONE:  PC  ONLINE  PROFS  NETWORK  VIABLE 

LINE  NO.: _ ADDRESS  : _ TERMINAL  TYPE: _ 


PROBLEM 
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|  TO  SEE  DISTRIBUTION 


FORT  STEWART  INFORMATION  CENTER 
Micro-computer  User  Croup  Meeting 


FROM  D01M 


DATE  27  May  86  CMT 1 

SFC  McMi  I  lar./tas/2053 


I  1.  The  Micro-computer  User  Group  will  meet  in  Building  1217  on  Wednesday,  18  Jun  86  from 
0900-1100  hours.  The  purpose  of  this  meeting  is  information  Interchange,  discussion  of 
application  developments,  and  any  other  items  useful  to  the  group  as  a  whole. 

2.  All  mic ro-computer  users  are  invited  to  attend,  and  anyone  wishing  to  have  an  Item  placed 

j  on  the  meeting  agenda  should  contact  Mr.  Stetzer  or  SFC  McMillan  prior  to  11  .Jun  86 . 

3.  Informat  ion  covered  at  last  User  Group  meeting  is  at  Enclosure  2. 

I  *  ■  Request  addresses  send  a  representative  to  the  Micro-computer  User  Group  meeting  on 

'■  18  Jun  86 . 

|  5.  Request  aJdresses  send  list  of  all  applications  presently  being  run  on  their  ralcro- 
*  computers  by  16  Jun  86.  Instructions  and  format  are  at  Enclosure  1. 

|  6.  P0C  Is  Mr.  John  Stetzer/SFC  McMillan,  2055/2056. 
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PREVIOL^”^l?IONS  WILL 


CATALOG  NUMBER:  (Leave  blank,  it  will  be  filled  in  by  AMO) 

NAME  OF  SYSTEM:  (User  fills  in  the  name  of  his  program/appl icat ion) 

OPERATING  SYSTEM:  (User  indicates  software  requirements  to  run  the 

program/appl icat ion,  ie. ,  APPLE  PASCAL,  APPLE-DOS, 
CPM) 

AUTHOR:  (Claim  credit  for  what  you  do) 

ABSTRACT:  This  is  where  you  give  a  short  description  of  what  your 

program/appl icat ion  will  do.  It  does  not  have  to  be  a  book, 
but  it  should  give  enough  information  so  that  another  user  c 
evaluate  your  application. 


USES/U5ERS:  Who  can  use  your  program,  ie. ,  SI’S,  S4’5;  Identify  who  yo 

think  can  benefit  from  your  efforts. 

NUMBER  OF  DISKETTS:  How  many  disks  are  required  to  run  your  system. 

HARDWARE  REQUIREMENTS:  What  computer  will  your  system  run  on 

How  many  disk  drives  are  required 
Is  printer  required 

Are  there  any  other  hardware  requirements 


'*c!l 


F-58 


MICROCOMPUTER  PROGRAM/ APPL I  CAT  I  ON 


CATALOG  NUMBER: 
NAME  OF  SYSTEM; 
OPERATING  SYSTEM: 

AUTHOR: 

ABSTRACT : 


USES/USERS: 

NUMBER  OF  DISKETTS: 
HARDWARE  REQUIREMENTS: 
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22  May  1986 


MEMORANDUM  FOR  RECORD 

Subj  ct:  Micro-computer  User  Group  Meeting  -  May  86 


1.  Date:  23  Apr  86. 

2-  Time:  0900-1100  hours. 

3.  Purpose:  To  advise  micro-computer  users  at  Ft  Stewart  and  Hunter  AAF 
ot  the  services  available  at  their  local  education  centers  and  Inform  users 
of  latest  hardware  and  software  changes . 

4.  Speakers:  M.  .  Stetzer 

Mr.  Nallsnick 
SFC  McMillan 

5.  Attendees:  See  Attached  Attendees  List. 


6.  "oplcs  Covered:  See  Attached  Agenda. 

7.  Discussion:  Users  wei^  advised  chat  on  every  third  Wednesday  each  month, 
a  user  group  meeting  will  be  held  from  0900-1100  hours  in  Bldg  1237,  unless 
otherwise  notified.  This  time  is  set  aside  to  keep  the  micro-computer  users 
informed  of  all  changes  that  may  affect  them,  to  get  direct  Input  from  the  users 
and  discuss  any  problem  they  may  have. 

If  the  new  zenith  system  is  available,  it  will  be  displayed  at  the  next 
meeting,  18  Jun  86.  Mr*.  Nallsnick  covered  the  classes  available  for  military 
and  civilian  employees  at  Ft  Stewart  and  Hunter  AAF.  He  covered  courses  such  as 
Computer  Literacy,  classes  on  the  Apple  Computers,  IBM  and  IBM  compatibles.  The 
majority  of  these  classes  are  at  no  expense  to  Individual  or  duty  sections. 

Foi  more  Information,  Mr.  Nallsnick  maybe  reached  at  8328/8329. 


V- 
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Tin  Apple  computers  located  In  the  battalions  were  not  purchased  to  be 
utilized  In  a  field  environment.*  All  other  APPLES  were  Installed  for  Garrison 
use  only.  They  have  low  tolerance  to  power  surges  and  constant  changes  In  voltage 
levels.  If  used  In  the  field  and  computer  Is  damaged,  a  report  of  survey  will 
be  conducted.  The  Individual  responsible  will  be  charged.  Users  can  perform 
minor  preventive  maintenance  on  computers  such  as  wiping  off  equipment,  cleaning 
t lie  monitor,  checking  cables  for  proper  connections  or  breaks.  Remember,  a  little 
preventive  maintenance  goes  a  long  way. 


•With  exceptions  of  the  STPUS  System  for  the  Command  Group  and  Staff 
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This  office  does  not  support  breaking  the  copyright  laws,  In  reference  to 
copying  software.  There  Is  a  public  domain  libr-ry  with  over  TOO  disk,  of  software 
maintained  here  for  users  of  IBM's  and  clones  of  IBM’s.  This  software  can  be 
copied.  There  are  some  excellent  programs  in  this  library  and  are  available 
for  the  micro-computer  users.  We  only  have  five  disk  in  our  Apple  library.  Any 
users  with  Public  Domain  Software  that  wish  to  contribute  to  this  library  is 
encouraged  to  do  so.  There  were  no  pressing  problems  discussed  at  the  meet  ing. 


Plans  NCOIC.  SKI! 


MICRO-COMPUTER  USER  CROUP  MEETING  AGENDA 


Open! ng/ 01 J  and  New  Business 
Services  Provided  by  Education  Center 
Preventive  Maintenance/Computer  Applications 
So!  tware  Pi  racy 


Mr.  Stetzer 
Mr.  Nallsnlck 
SFC  McMillan 
Mr.  Stetzer 


Questions  and  Answers 


Mr.  Stetzer 
Mr.  Nallsnick 
SFC  McMillan 
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BASIC  FUNCTIONAL  REQUIREMENTS 
FOR  AUTOMATION  SUPPORT 

POC  NAME:  _ PHONE: 

OFFICE  SYMBOL:  _ BLBC:_ 

TOTAL  NUMBER  OF  PERSONNEL  IN  OFFICE: _ 

INTERVIEW  DATE:  _ 


1.  Is  the  Information  Systems  Officer  (ISO)  of  your  staff  office  aware  of 
this  actionf  / _ /yes  / _ /no 


2.  Whet  is  the  number  of  personnel  projected  to  use  this  equipment?, 
How  many  total  workstation  hours  will  be  needed  each  day? _ 


3.  Generally,  what  manual  function  needs  to  be  automated  or  What  automated 
function  needs  to  be  upgraded  as  a  result  of  this  requireaients  definition? 
For  example,  automate  a  reporting  process  or  upgrade  a  current  system  to 
include  graphics  capability  or  more  workstations. 


4 .  What  is  the  source  of  your  information? 

a.  / _ /In-huuse  or  / _ /Remote  Computer  System?  If  latter,  on  what  medium 

is  the  data  received? 

(1)  / _ /on  tape 

(2)  £ _ /on  floppy  diskette 

(3)  £ _ /telecommunicated 

(4)  £ _ /other  (specify;  > 

b.  Hard  Copy  Created  / _ /In-House,  or  from  £ _ /Outside  Agency?  If 

latter,  provide  agency  name,  POC  and  telephone  number: 

(1)  Agency  Name: 

(2)  POC  Name: _ 

( 3 )  POC  Phone : _ 

c.  / _ /To  Be  Manually  Input 


5.  Identify  the  In-house  or  Remote  computer  system  indicated  in  item  4a. 
above,  if  applicable. 

a.  Where  is  this  system  located? _ _ _ _ _ _ _ _ _ 

b.  What  is  the  name  of  the  data  processing  system  or  software  packages 

you  wish  to  access  on  this  system?  _  - —  ■■ 
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c.  Have  you  received  approval  from  the  proponent  of  this  system  to  access 

their  system?  / _ /yes  / _ /no  If  yes,  please  identify  the  approving 

authority: 

(1)  Same: _ 

( 2 )  Phone : _ 

d.  Whom  may  we  contact  for  technical  information  on  this  system? 

( 1 )  Name :  ___________________________ 

(2)  Phone: _ _ 


6.  If  the  information  currently  exists,  in  what  format  will  it  be  received? 

a.  / _ /data  file  or  print  file 

b.  / _ /text  (word  processing  document) 

c.  / _ /graph/ chart 

d.  ^ _ /image  (picture) 

e.  l _ /voice 

f.  / _ /electronic  mail 


7.  What  will  you  need  to  do  with  this  information? 

a.  / _ /Display  on  Terminal 

b.  / _ /Download  for  Processing/Manipulation  from  Remote  system  specified 

in  item  4a.  above  to  In-house  system. 

c.  / _ /  Process /Manipulate  (either  on  Remote  or  In-house  system): 

(1)  / _ /word  processing/text  editing 

(2)  / _ /electronic  spreadsheet 

(3)  / _ /statistical  analysis 

(4)  / _ /records  management/database  management 

( 5 )  / _ /graphics 

(6)  / _ /project  management 

(6)  / _ /other  (specify: _ _____ _ __) 

d.  / _ /Screen  Print 

e.  / _ /Generate  Formatted  Hard  Copy  Ou*put,  OR,  / _ /Generate  Formatted 

Automated  Output.  If  automated,  wtiat  will  be  the  output  medium? 

(1)  / _ /tape 

(2)  / _ /floppy  diskette 

(3)  / _ /microfiche 

(4)  / _ /to  be  telecommunicated 

(5)  / _ /other  (specify: _ } 
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f.  Output  uill  include: 

(1)  / _ /data  filea  or  print  files 

(2)  / _ /text  (word  processing  document) 

(3)  / _ /graphics /charts 

(4)  / _ /images  (pictures) 

(5)  / _ /voice 

(6)  / _ /electronic  mail 

(7)  / _ /combination  of  the  above 

g.  Do  you  envision  any  of  these  requirements  needing  new  programing 

support?  l _ /yea  [_ _ /no 


8.  How  will  this  information  be  kept  after  processing? 

a.  / _ /not  needed/deleted 

b.  L _ /stored  on  In-House  computer  system 

c.  / _ /transferred  to  Remote  system 


9.  Identify  the  In-house  or  Remote  computer  system  indicated  in  item  8b.  or 
8c .  above . 

a.  Where  is  this  system  located? 

b.  What  is  the  name  of  the  data  processing  system  or  software  packages 
you  wish  to  access  on  this  system? 


c.  Have  you  received  approval  from  the  proponent  of  this  system  to  sand 

data  to  that  syatem?  / _ /yes  £ _ /no  If  yes,  please  identify  the  approving 

authority: 

(1)  Marne: _ 

(2)  Phone: 

d.  Whom  may  we  contact  for  technical  information  on  this  system? 

(1)  Name: _ 

(2)  Phone: 


10.  Information  classification: 

a.  Is  any  information  to  be  processed  classified?  i /yes  i /no 

b.  Is  any  information  Personal  In  Mature?  / /yes  / /no 
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11.  How  much  money  do  you  anticipate  spending  for  hardware  and  software  to 

satLsfy  this  requirement?  $ _  Does  your  activity  have  access  to  the 

estimated  funds?  / _ /yes  / _ /no  If  yes,  what  type?  / _ /OMA  / _ /OPA 


12.  What  automation  equipment  do  you  currently  have  in  your  office  or  have 
access  to? 

a.  / _ /microcomputers  (specify  quantity  and  type: _ 

b.  / _ /minicomputers  (specify  quantity  and  type: 

c.  / _ /mainframes  (specify  quantity  and  type  of  remote  terminals: _ 


13.  What  software  capabilities  do  you  already  have  on  your  micro's  or  mini' 
listed  in  13a.  or  13b.  above? 

a.  / _ /word  processing/ text  editing 

b.  / _ /electronic  spreadsheet 

c.  / _ /statistical  analysis 

d.  / _ /records  management/database  management 

e.  / _ /graphics 

f.  / _ /project  management 

g.  / _ /other  (specify:  „  ) 


•14.  What  software  are  you  accessing  on  the  minframes  listed  in  )4c.  above? 

a.  / _ /Time  Sharing  Option  (TSO) 

b.  / _ /Easy  Retrieval  and  Data  Manipulator  (EBDM) 

c.  / _ /Statistical  Analysis  System  (SAS) 

d.  / _ /other  (specify: _ _ _ ) 


15.  What  automation  support  services  do  you  currently  receive? 

a .  / _ /hardcopy  output 

b .  / _ /microf iche  output 

c.  / _ /Optical  Character  Reader  (OCE)  or  Optical  Mark  Header  (OMB) 

d .  / _ /AUTODIM  support 

e.  / _ /time-sharing  service 

f.  / _ /outer-agency  service 

16.  Are  there  plans  for  relocation  of  your  office  in  the  next  2  years? - 

If  yes: 

a.  Where  will  your  office  move  to?  _ _ _ _  —  . -  — 

b.  Will  the  automation  equipment  you  currently  have  in  your  office  or 

have  access  to  move  with  you? _ 
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CAPABILITY  reoli  I  foment 

1.  Date  of  P§?Questi 

L' .  ^?r.y.LE?  b?.99LL\g!5?Qt  Date:  Bate  the  resoorce/service  must  be 

available  -for  use. 

3.  6'gQbesti.ng  Qrgani  g.ati  onA  Locati on*  Poi.nt  of  Contact A  arid  Telephone 
Djumber  . 

4.  IyD9  Qi  6§9uirement  s  Identify  the  requirement  (s)  the  requested 
resource  or  service  will  support  (i.e.  training,  mobilization, 

ad  mi  ni  strati  on )  j  its  current  in-formation  system.  (Example:  Manual, 
Partially  Automated,  or  Automated);  arid  the  tvoe  of  service  requested, 
such  as  processing,  data  entry. 

b.  Current  Procedures:  Explain,  in  your  own  words: 

a.  What  is  L'L-ing  accomplished  that  needs  to  be  automated. 

b „  Lurrent  procedures. 

c.  The  impact  of  not  automating. 

6.  Current  Aut.gmati.gQ  bi!I'9L<r.ces:  1+  the  request  is  not  for 

automation  or  you  do  not  have  ADPE.  or  software,  omit  this  section. 

a.  List  software  and  Automated  Data  Processing  Equipment  (ADPE), 
including  personal  computers  and  word  processors.  Include  brand 
names,  model,  serial  number ,  and  date  of  purchase,  if  I'nown. 

b.  Explain  how  current  ADPE  or  software  is  utilized. 

c.  Provide  pertinent  comments  about  existing  automated  svstems 
downtime  (i.e.,  times  system  was  inoperable  as  a  result  of  routine  or 
unplanned  maintenance).  Include  manhours  ano  manyears  spent  on  system 
using  estimated  averages  by  wee)',  month,  or  year,  as  appropriate. 

d.  Identify  equipment  to  tie  turned  in,  if  the  project  is  approved 
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7.  bfQPLCtMi'^Ut  s  t>:plain  what  ini  ormation  service  or  support  is 
r,tfc-cled  and  why.  1+  equipment  is  being  requested,  explain  whet 
capabilities  must  be  available.  L)ci  not  list  specific  items,  brands, 
males,  or  models  of  equipment  desired.  Explain  why  the  capability  is 
needed,  includinq  the  benefit  of  implementing  the  proposed  procedures 
and  how  this  compares  to  current  procedures.  Use  positive  statements 
to  support  the  requirements.  Provide  pertinent  information  and 
compelling  reasons  for  approving  the  requested  capabilities. 

a.  Show  a  cost  comparison  between  the  existing  procedures  and 
proposed  procedures  (cost  versus  benefits). 

b.  Describe  how  proposed  procedures  will  provide  increased 
p r  oduc  t  l  vi  t  y. 

c.  If  the  proposed  procedures  involves  expansion,  moderni r at i on , 
replacement,  or  increased  capability  of  existing  resources  or 
services,  identify  what  needs  to  be  chanq&d  and  why. 

fa-  Security:  a.  Provide  the  highest  classification  level  for  the 
input  (data)  and  output  (reports). 

b.  Identify  who  will  be  able  to  acress  the  information  for  query 

or  change. 

c.  State  whether  the  Privacy  Act  of  197s,  or  the  Freedom  of 
Information  Act  applies. 

-7.  Cgnipat  ituHty:  If  the  proposed  procedures  must  be  compatible  with 
existing  resources  or  services,  explain  how  arid  with  what  equipment  or 
systems  it  must  be  compatible.  If  the  request  is  for  a  stand-alone 
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10.  Information  Sharing*  Identify  the  users  of  the  information 
generated  from  the  system,  including  those  internal  and  external 

to  your  organization.  Explain  hoi  information  sharing  vertically  (up 
and  down  the  chain  of  command),  and  horizontally  (across  the 
installation)  will  occur. 

11.  tommuni.cgti.gns  Regyixgmpnt  s :  Identify  all  present  and  future 
external  communications  capabilities,  required  or  desired,  for  the 
proposed  system.  This  includes,  but  is  not  limited  to: 

a.  Additional  telephone  instruments  or  lines. 

b.  FIS  or  similar  service  access. 

c.  Remote  or  hardwire  communications  with  the  installation  host 
processor  or  other  processors  located  at  a  remote  site.  Include  the 
exact  location  of  the  processor. 

12.  Engineering  Regui  Elements:  Identify  all  engineering  services 
required  such  as  installation  of  air  conditioning,  wall  plugs, 
lighting,  and  other  related  construction. 


FORT  MONROE 


IMPLEMENTATION  PLAN 
FOR 

PHYSICAL  INFORMATION  CENTER 
CUSTOMER  SUPPORT  DIVISION 
DATA  PROCESSING  FIELD  OFFICE,  FT  MONROE  (DPFO-M) 

1.  PURPOSE.  To  describe  the  Physical  Information  Center  organization  that 
will  be  part  of  the  Customer  Support  Division  of  the  DPFO-M  and  the  imple¬ 
mentation  thereof. 

2.  CONCEPT.  The  Physical  Information  Center  concept  can  be  stated  as  a 
physical  organization  for  providing  end-user  support  for  the  headquarters 
user.  The  Center  will  have  personnel  available  for  consultation  and  demon¬ 
stration  in  the  areas  of  microcomputers,  minicomputers  and  mainframe  serv¬ 
ices.  The  functions  that  are  performed  are  consultation,  technical  support, 
and  user  assistance.  The  Center  will  support  standard  hardware,  software  and 
communications  products.  The  Center  will  provide  tools  and  techniques  that 
will  allow  users  to  retrieve,  analyze,  manipulate,  and  present  their  data  more 
effectively  without  being  required  to  become  computer  experts.  These  tools 
and  techniques  are  provided  through  a  variety  of  services.  Activities  offered 
and  supported  by  ICs  in  industry  and  other  government  agencies  are  summarized 
in  the  chart  attached  entitled  "IC  SERVICES."  The  IC  services  available  to 
users  at  this  time  are  marked  with  an  "x".  More  detailed  discussion  of  func¬ 
tions  and  supported  services  follows. 

3.  MISSION  STATEMENT. 


a.  To  improve  personnel  productivity  by  making  methods  available  for 
individuals  to  reduce  clerical  effort. 


b.  To  develop  data  manipulation  capabilities. 


VS. 


I* 


c.  To  help  with  the  building  of  databases  of  information  that  can 
help  clerical,  action  officer,  and  management  personnel  to  use  computer 
methods  to  enhance  overall  job  performance. 

A.  LOCATION.  The  Center  is  located  on  the  Second  Floor  of  Building  117.  The 
Center  will  be  open  during  normal  duty  hours.  The  telephone  number  for  infor¬ 
mation  is  3055. 

5.  FUNCTIONS. 


a.  User  Assistance.  Numerous  services  are  provided  by  the  Physical  In¬ 
formation  Center  and  are  designed  to  help  the  end-user  of  microcomputer,  mini¬ 
computer,  conmunications,  and  mainframe  products.  Standard  hardware  and  soft¬ 
ware  are  located  in  the  Center  for  demonstration  and  assistance  to  users. 
Products  such  as  the  IBM  Professional  Office  System  (PROFS),  the  Customer 
Retrieval  System  (CRS),  and  Applied  Data  Research  (ADR)  database  products  such 
as  DATAQUERY  will  be  available  for  customer  assistance  and  demonstrations. 
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Microcomputers  are  located  in  the  Center  that  can  be  utilized  by  customers  to 
try  software  packages  or  peripherals,  such  as  printers,  plotters  or  modems. 
Terminals/PCs  will  be  available  to  link  customers  to  minicomputers  and  to  the 
mainframes  to  demonstrate  products  and  gain  familiarity  with  those  systems. 
Detailed  listings  of  supported  hardware  and  software  products  are  attached. 

As  projected  personnel  become  available,  the  sponsorship  of  minicomputer, 
microcomputer  and  software  user  groups  will  be  provided.  Also,  media  and  file 
conversion  services  will  be  provided  as  equipment  and  personnel  become 
available . 

(1)  Walk-In  Assistance.  The  Center  is  available  to  customers  for 
assistance  during  normal  duty  hours.  Customers  can  come  to  the  Center  and  try 
different  types  of  equipment  and  software  that  will  be  supported  at  HQ  TRADOC 
and  Ft  Monroe.  There  will  be  single-user  microcomputers,  multi-user  micro¬ 
computers,  microcomputers  attached  to  minicomputers,  VIABLE  terminals,  micro¬ 
computers  attached  to  a  Local  Area  Network,  and  all  the  associated  peripherals 
and  supported  software  available  to  the  user  when  he  comes  to  the  Center. 

(2)  User  Training  Determination.  Center  personnel  will  advise  users 
when  formal  training  is  necessary  for  hardware  and  software.  Center  personnel 
can  advise  customers  how  to  arrange  for  needed  training  and  can  inform  custom¬ 
ers  what  training  is  available  to  satisfy  their  particular  needs.  The  formal 
training  is  available  from  DPFO-M  Intern  Training  Center. 

b.  Technical  Support.  Personnel  will  be  available  to  support  existing 
hardware,  software,  and  communications  services  for  end-users.  Technical 
personnel  will  be  available  to  provide  product  briefings  on  hardware, 
software,  and  conmunications .  Center  personnel  will  provide  technical 
documentation  and  will  be  available  to  troubleshoot  customer  problems  with  all 
supported  hardware,  software,  and  communications  services.  Assistance  with 
product  documentation  will  be  provided,  along  with  the  writing  of  salient 
characteristics . 

c.  Consultant  Services.  Personnel  are  available  for  consultation  with 
end-users  and  other  technical  personnel  to  provide  configurations  and  problem¬ 
solving  assistance  with  hardware,  software,  and  communications  that  are  sup¬ 
ported.  Standards  are  developed  for  supported  hardware,  software,  and 
communications . 

d.  Vendor  Demonstrations.  Demonstrations  of  products  which  are  already 
in  the  inventory  at  HQ  TRADOC  and  Ft  Monroe,  or  that  are  being  considered  for 
addition  to  the  inventory  will  be  demonstrated  to  interested  parties  in  the 
briefing  area  of  the  Physical  Information  Center.  Advance  schedules  of  these 
vendor  demonstrations  will  be  sent  to  ISOs  and  PROFS  users  so  that  interested 
users  can  become  familiar  with  products  and  services  that  are  available  from 
vendors . 


FORT  MONROE 


e.  Help  Desk  Support.  Personnel  are  available  to  operate  Help  Desk 
facility  in  support  of  the  headquarters  users.  The  Help  Desk  provides  the 
user  a  single  point  of  contact  for  all  problem  reporting,  problem  tracking 
until  resolution,  and  information  inquiries.  The  Help  Desk  maintains  an 
online  database  and  generates  daily  open  call  reports  and  weekly  activity 
reports  by  DCS/Activity. 

6  STAFFING.  The  Tenter  will  be  staffed  by  government  and  contractor  per- 
eonnel.  Personnel  will  be  physically  located  in  the  Center  during  normal 
duty  hours  to  arrange  vendor  and  technical  briefings  and  demonstrations  and  to 
personally  demonstrate  supported  hardware,  software,  and  communications 
products  to  end-user  personnel.  These  personnel  also  will  lend  copies  of 
software,  utilities,  and  reference  materials  to  customers  as  well  as  maintain 
software  tutorials.  Other  Information  Center  personnel  will  be  available  for 
more  indepth  microcomputer  and  minicomputer  hardware,  software  and  communi¬ 
cations  consultation,  product  demonstration,  and  mainframe  interactive 
software  consultation  and  demonstration.  Additional  tasks,  that  will  be 
picked  up  as  personnel  come  onboard  and  equipment  is  procured,  are  the  spon¬ 
soring  of  user  groups,  media/file  conversion,  and  further  demonstration  and 
consultation  for  newly-acquired  equipment  and  software. 

7.  NECESSARY  ACTIONS. 

a.  Prepare  job  descriptions  for  Center  personnel.  Descriptions  are 
necessary  for  GS-5,  GS-7,  GS-9,  GS-11,  and  GS-12. 

b.  Have  job  descriptions  approved  and  graded-out  by  the  PCPSA. 

c.  Recruit  necessary  personnel  for  Center  staffing. 

d.  Determine  necessary  training  needs  for  Center  personnel. 

e.  Make  arrangements  for  proper  training. 

f.  Identify  additional  hardware,  software,  firmware,  furniture  and  sup¬ 
plies  needed  for  Center. 

g.  Prepare  documentation  for  approval  and  procurement  of  needed  items. 

h.  Transition  Help  Desk  operation  to  the  contractor  supplied  personnel. 

8 .  ATTACHMENTS . 

a.  List  of  Supported  Hardware. 

b.  List  of  Supported  Software. 
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HARDWARE  SUPPORTED  BY  INFORMATION  CENTER 

Wang  VS  Minicomputer 

Wang  OIS  WP  System 

Motorola  IV  Phase  Minicomputer 

Wang  Professional  Computer 

Intel  310  Multiuser  Microcomputer 

Wyse  Personal  Computer 

COMPAQ  Portable  Computer 

CRiDCase  Laptop  Computer 

IBM  Personal  Computer 

Texas  Instruments  Silent  700  Portable  Terminal 

Bridge,  Inc.  LAN  -  Ethernet  with  3COM  Interface  to  host 

Houston  Instruments  Plotter 

C.  Itoh  F-10  Letter  Quality  Printer 

Smith  Corona  D-300  Dot  Matrix  Printer 

Epson  FX80  Dot  Matrix  Printer 

Epson  FX100  Dot  Matrix  Printer 

Racal  Vadic  VA  212  Modems 

IBM  4800bps  Diagnostic  Modems 

Gandalf  LDS  309  Short  Haul  Modems 

Hayes  1200/2400  Smart  Modems 
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SOFTWARE  USED  ON  WANG  PCs 


1.  LOTUS  1-2-3 

2.  ADVANCE  WP  v.2 

3.  dBASE  II 

4.  CONDOR3  SERIES  20 

5.  TRAJECTORIES 

6.  SYSTEM  SOFTWARE  DISKETTE 

7 .  PC  WORD 

8 .  THE  AUTHOR 

9.  PEACHTREE  PERSONAL 
CALENDAR 


-  SPREADSHEET 

-  WORD  PROCESSING  -  GENERAL 

-  DATABASE  MANAGEMENT  -  TUTORIALS 

-  DATABASE  MANAGEMENT  -  GENERAL 

-  STATISTICAL  PROCESSING  SYSTEM 

-  WANG  MENU  ENHANCED  MS-DOS  OPERATING 
SYSTEM,  PLUS  INTERACTIVE  BASIC 

-  WORD  PROCESSING  -  GENERAL 

-  EDUCATIONAL  ADMINISTRATION  -  AUTHORING 
SYSTEMS 

-  SCHEDULING  -  CALENDARING 


1. 

2. 

3. 

4. 

5. 

6. 

7. 

8. 

9. 

10. 
11. 
12. 

13. 

14. 

15. 

16. 

17. 

18. 

19. 

20. 
21. 


SOFTWARE  USED  ON  COMPAQ  PORTABLE,  INTEL  PC, 
GRID  LAP  TOP,  AND  OTHER  IBM  COMPATIBLE  PCS 


dBASE  II 
dBASE  III 

MULTIMATE  PROFESSIONAL 
ENNERGRAPHICS  W/PLOT 
HARVARD  PROJECT 
MANAGER 

DOS  2.1  AND  BASIC 
LANGUAGE  EXTENSION 
FRAMEWORK  II 
SIDEKICK 

BPS  BUSINESS  GRAPHICS 
CHARTMASTER 
SIGNMASTER 
SIDEWAYS 

SMART  SOFTWARE  SYSTEM 
NORTON  UTILITIES 

PFS: REPORT 
PFS :FILE 

LEADING  EDGE  W/P 
TK  SOLVER 

MULTIPLAN 
TRAJECTORIES 
THE  AUTHOR  PLUS 


-  DATABASE  MANAGEMENT  -  GENERAL 

-  DATABASE  MANAGEMENT  -  GENERAL 

-  WORD  PROCESING  -  GENERAL 

-  GRAPHICS  -  GENERAL 

-  GENERAL  MANAGEMENT  -  PROJECT 
MANAGEMENT 

-  OPERATING  SYSTEM  -  UTILITY  PROGRAMS 
GENERAL 

-  DATABASE  MANAGEMENT  -  GENERAL 

-  PROGRAMMING  TOOLS  -  UTILITIES 

-  GRAPHICS  -  BUSINESS 

-  GRAPHICS  -  BUSINESS 

-  GRAPHICS  -  BUSINESS 

-  SPREADSHEETS  -  GENERAL 

-  GRAPHICS  -  GENERAL 

-  OPERATING  SYSTEM  UTILITY  RETRIEVAL 
PROGRAMS  DISK  UTILITIES 

-  DATABASE  MANAGEMENT  -  GENERAL 

-  DATABASE  MANAGEMENT  -  GENERAL 

-  WORD  PROCESSING  -  GENERAL 

-  GENERAL  MANAGEMENT  -  PROBLEM  SOLVING 

-  EQUATIONS 

-  SPREADSHEETS  -  GENERAL 

-  STATISTICAL  PROCESSING  SYSTEM 

-  EDUCATIONAL  ADMINISTRATION  -  AUTHORING 
SYSTEM 
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List  of  Standards 


1.  The  following  have  been  approved  for  standardization  by  DCSIM: 

a.  MS-DOS  Version  2.0  or  higher  for  single  user  microcomputers 

o.  XENIX  Operating  System  for  multiple  user  microcomputers 

2.  The  following  items  have  been  submitted  to  DCSIM  for  approval: 

a.  The  VS  Data  Exchange  package  to  link  the  Wang  PCs  with  the  Wang  VSs 
and  the  RJETOWNG,  RJETOIBM,  RJEIN  and  RJEOUT  packages  to  link  the  IBM  main¬ 
frame  with  Wang  VS  minicomputers. 

b.  Electronic  Spreadsheet  packages  -  Lotus  1-2-3  and  Multiplan 

c.  Data  Base  Management  packages  -  dBASE  III  and  R:base  Series  5000 

d.  Word  Processing  packages  -  MultiMate  and  Wang  Advanced  WP 

e.  Business  Graphics  packages  -  Chartmaster,  SignMaster,  DiagramMaster 
and  PC  Storyboard 

f.  Communications  packages  -  CrossTalk,  AST  SNA  and  DCA  IRMA  3278/3279 
emulation 

g.  Data  Base  Management  packages  for  the  Wang  micro  -  Wang  PC  Database 
and  dBASE  II 

h.  Business  Graphics  for  the  Wang  micro  -  Wang  PC  Business  Graphics 

i.  Communications  for  Wang  micro  -  Wang  Local  Consnunications  Option,  PC 
3276  SNA/SDLC  Emulation,  VT100  Emulation  and  PC  Asynchronous  Communications 
Opt  ion 

j.  Standard  peripherals  for  the  Wang  micro  from  the  ADM  contract: 

(1)  Hard  Disk  -  CLIN  0007AA,  Wang  PC-PM021  10  MB  internal  fixed  disk 
and  CLIN  0007AB,  Wang  PC-PM022  30  MB  internal  fixed  disk 

(2)  Dot  Matrix  Printer  -  CLIN  009AB,  Wang  PC-PM010,  10"  carriage/80 
cps  and  CLIN  009BB,  Wang  PC-PM016,  15"  carriage/160  cps 

(3)  Letter  Quality  Printer  -  CLIN  0010BB,  Wang  PC-PM012/20  cps  and 
CLIN  0010BC,  Wang  PC-PM014/55  cps 

k.  Standard  peripherals  for  Wyse  1100  PCs  purchased  from  the  SMS 
contrac  t : 

(1)  Dot  Matrix  Printer  -  CLIN  0007BC,  Smith  Corona  D-300/160  cps  and 
CLIN  0007BD,  C.  Itoh  3500/350  cps 
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(2)  Letter  Quality  Printer  -  CLIN  0008BD,  C.  Itoh  F10-40/40  cps  and 
CLIN  0008BE,  C.  Itoh  F10-55/55  cps 

(3)  Plotter  -  CLIN  0010AC,  Houston  Instrument  DMP-29  8  pen  plotter 
1.  Standard  peripherals  for  competitively  purchased  MS-DOS  baaed  CPUs 

are : 


(1)  Dot  Matrix  Printer  -  Epson  FX-80  10"  carriage/160  cps  and  Epson 
Fa-IuO  15"  carrxage/160  cps 

(2)  Letter  Quality  Printer  -  C.  Itoh  F10-40/40  cps,  C.  Itoh  F10-55/55 
cps,  Hewlett  Packard  ThinkJet  Printer/150  cps,  Hewlett  Packard  LaserJet 
Printer/8-20  seconds  per  page  and  IBM  Colorjet  Printer/200  cps 

(3)  Plotter  -  Hewlett  Packard  74XXA  Series,  Hewlett  Packard  7550A  and 
Houston  Instruments  DMP-29 

(4)  Modem  -  Hayes  Smartmodem  1200,  Hayes  Smartmodem  2400  and  Racal- 
Vadic  VA212 

m.  Standard  for  Electronic  Document  Distribution  and  Coordination  - 
Document  Interchange  Architecture  and  Document  Content  Architecture  (DIA/DCA) 
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r»ui  to; 


This  position  serves  as  the  microcomputer  specialist  for  the  Automation  Managcr.cn: 
Office  (AMO),  performing  a  wide  variety  of  duties  involving  the  management  of  the 
Fori  Scewart  microcomputer  (micro)  program.  The  program  is  established  to  provide 
advice,  training,  and  assistance  to  micro  users,  as  requested  and  on  a  scheduled 
basis;  and  to  monitor  users  to  ensure  adherence  to  applicable  policies,  procedures, 
and  regulations. 


-Provides  individual  and  group  microcomputer  training,  advice  and  assistance  as 
requested  and  on  a  scheduled  basis.  Trains  in  micro  operation,  maintenance,  care, 
coding.,  programing .  data  management  systems,  juoblem  resolution  and  application 
dc  vc  1  oprien  t  .  J  ‘‘ 

-Maintains  and  develops  the  microcomputet  program.  Studies  current  micto  tech¬ 
nology  to  maintain  knowledgeable  in  the  latest  hardware  and  software  developments. 
Corresponds  with  and  reviews  micro  programs  at  other  Ins t o 1 1  at  ions  and  in  comnorc 1  a 
Industry  for  possible  adoption  of  applications  that  could  benefit  Fort  Stewart  micro 
users.  Prepares  recurring  and  special  progress  reports  and  reviews  as  directed  by 

higher  headquarters.  Provides  short  and  long  range  plans  and  supporting  cost  in  or  ^ 

mrlrn  TO  the  AM'1  budget  analyst  |nr  budget  ]. r ■' p  n  at  1  on_. -  .  —  — - - 

-  #  *omm  n -r  j  entvious  editions  o>  t  mis  i  ohm  mat  ol  usio 
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—  M,  ,,i  1 1 ,,  r  •,  the  microcomputer  program  to  ensure  tli.it  equipment  .iihJ  software  nr<- 
t> c- i r i >■  I.  .i  I  and  (unction  properly.  Act:,  a:,  liaison  between  micro  users  and  comn.etti.il 
vendors  lor  software  resolution  or  replacement.  As  the  Ctintract  niy,  Officers'  retlimc.il 
P.cp  re  sc  1. 1  .*  t  i  ve  for  micro  actions,  insures  that  micro  vendors  adhere  to  contract  speci¬ 
fics:  ions  .  I 

-Aids,  assists,  and  advises  current  and  potential  Divir.ion/instal  lation  microco-patct 
useis  with  selection  of  the  appropriate  hardware  and  software  and  preparation  of  relate', 
contracts.  Conducts  technical  studies;  and  develops  contract  specifications,  statcreits 
o  f  mu,  inspection  standards,  performance  standaids,  minimum  requirements  and  mjir.ienarr. 
standards  for  microcomputer  applications,  software  or  services.  Develops  data  based  on 
persona!  knowledge  of  technical  requirements  and  resources  required  to  achieve  desired 
objectives,  and  prepares  necessary  supporting,  documentation.  Assists  micro  users  with 
justification  documentation  and  reviews  documentation  in  order  to  recommend  approval/ 
disapproval  at  the  installation  level  prior  to  submission  to  higher  headquarters.  bt  iff-, 
new  proposals  through  supervisor  Co  CofS  and  higher  headquarters  for  reconmend.it  i  or.  of 
approval  of  new  or  additional  microcomputer  haidware/so f cuare  or  services.  j 

-Coordinates,  schedules  and  monitors  meetings  and  events  connected  with  locally  or 
commercially  developed  micro  appl ica t ions .  Hosts  and  conducts  monthly  micro  user  group 
meetings  co  resolve  common  problems,  exchange  Information  and  ideas,  and  review  neu  micro 
applications  and  data  management  systems.  Recommends  possible  extensions  of  developed 
applications  between  users. 

Performs  ocher  duties  as  assigned. 

factor  1.  knowledge  Required  by  the  Position  -  Level  1-7  —  1250  Points 

-In  depth  knowledge  of  microcomputer  technology  and  the  design,  function  and  approach 
of  micro  systems  applications  in  order  to  assist  the  user  in  selecting  the  appropriate 
micro  c-  pi  i  p-cnc  /software  . 

-Detailed  and  specific  knowledge  of  micro  languages  (COBOL,  Fortran,  Basic,  Pascal) 
and  programing  techniques  in  order  to  develop  and  maintain  applications. 

-Knowledge  of  technical  study  techniques  to  determine  and  analyze  benefits  and 
products  desired;  and  the  specific  inputs,  outputs,  equipment  and  software  required  to 
accomplish  objectives. 

-Knowledge  of  Contracting  Officers'  Technical  Representative  functions  and  ability 
to  develop  required  specifications,  statements  of  work,  inspection  standards,  performance 
standards.  Minimum  requirements,  and  maintenance  standards  for  micro  appl icat ions . 

-Practical  knowledge  of  training  methods  in  order  so  train  micro  users  how  to  use 
programing  language  techniques  and  data  management  systems,  and  how  to  develop  required 
documentation  for  requested  micro  systems. 

factor  ?  Supervisory  Controls  -  Level  2-4  —  450  Points 


The  supervisor  assigns  priorities,  objectives  to  be  achieved  and  special  problems  tu  be 
solved.  T ft e  supervisor  is  available  for  advice  and  assistance  as  necessary  but  cue 
employee,  as  the  installation  technical  specialist  in  microcomputers,  is  relied  upor.  to 
plan  and  carry  out  the  work  independently,  keeping  the  supervisor  advised  of  progress 
and  only  unusual  complications  or  matters  of  a  far  reaching,  policy  making  nature.  The 
employee  carries  out  studies,  resolves  problems,  coordinates  work  with  others  as  necessary, 
interprets  policy,  and  makes  technical  decisions  regarding  use  of  microcomputers.  Com¬ 
pleted  work  is  reviewed  for  effectiveness  in  meeting  requirements  and  achieving  desired 
result . 
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actor  3 .  Cu  i  ilo  lines  -  Level  3-4  --  450  Points 

Guidelines  (<>r  manuring  l  (ie  microcomputer  piugr.im  consist  of  DA.  lOHSCI'.'!.  j  n-.i  a  ]  l  .i  r  ,  .n  . 
and  A.‘!  1  policies  and  objectives  ri-gnt  <t  lug  ptujecls,  «<|u  t  pmem  .nu!  sollu.irc.  lliis 
guidance  is  general  In  nature  with  little  specificity  regarding  the  appro. oli  to  o<- 
fallO'-id  unlv  eacli  project. 

Cuidclmes  for  use  of  and  programing  on  microcomputers  arc  supplied  by  the  vendors' 
contractors.  The  majority  of  micros  have  available,  user-f r iendly  software  for 
assistance  In  equipment  use  and  programing.  When  assisting  users  with  programing. 
Judgment  is  required  in  gathering  sufficient  data,  devising  system  designs,  adapting 
techniques,  developing  program  specifications  and  detailed  logic,  and  selecting 
hard va re/soft  ware. 

factor  4 ■  Complexity  -  Level  4-4  —  225  Points 

The  work  involves  the  management  of  the  microcomputer  program,  providing  advice 
and  assistance  to  other  installation  activities  on  selection  justification,  use, 
programing  and  problem  resolution  concerning  microcomputers.  The  mic rocor pu t e r  field 
is  constantly  changing  and  the  position  performs  substantial  analyses  of  needs  and 
keeps  up  with  the  changes  in  order  to  recommend  the  most  appropriate  hardware  and 
software.  Considerable  data  is  analyzed,  including  a  review  of  micros  used  at  other 
installations  and  packages  offered  by  the  vendors.  Consideration  is  also  given  to 
probable  future  changes  that  would  impact  on  micro  selection  because  projects  extend 
from  planning,  to  acquisition,  to  regular  meetings  with  micro  users  to  provide  advice 
and  assi  tance. 

Factor  5.  Scope  and  Effect  -  Level  5-3  --  150  Points 

The  purpose  of  the  work  is  to  provide  training,  guidance,  advice,  and  assistance  to 
micro  users  at  Fort  Stewart.  The  work  affects  the  performance/adequacy  of  Division/ 
garrison  activities  using  microcomputers. 

Factor  6.  Personal  Contacts  -  Level  6-3  —  60  Points 

Personal  contacts  arc  with  other  AMO  personnel;  other  installation  activities;  micro 
users;  micro  spccialists/expcrts  at  other  installations  and  agencies;  and  vendor/ 
contractor  personnel. 

Factor  7.  Purpose  of  Contacts  -  Level  7-2  —  50  Points 

Contacts  are  co  advise  and  assist  micro  users;  to  exchange  factual  information  with  other 
installation  activities  and  with  other  micro  spec ial ist s/expert s ;  and  to  discuss  and 
csolve  vendor/contract  specifications  and  problems. 

Factor  B.  Physical  Demands  -  Level  8-1  —  5  Points 

he  work  is  primarily  sedentary  with  some  minor  physical  activity  while  traveling  to 
and  from  locations  of  micro  computers.  Micro  user:,  may  be  on  tactical  maneuvers  in 
he  field. 

Factor  9.  Work  Environment  -  Level  9-1  --  5  Points 

V  rk  Is  primarily  performed  in  on  office  setting.  There  is  some  work  in  the  field  to 
*»slst  micro  users  when  on  exercises,  conducting  tactical  maneuvers.  There  are  no 
special  safety  prccautiop^ j^qulrcd . 

r.  v.^ntly 
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MAJOR  DUTIES 


Serves  ss  a  member  of  a  team  of  specialists  who  are  the  RQ  TRADOC  authorities 
for  minicomputer,  microcomputer  and  data  communications  technologies. 

1.  Provides  support  for  all  minicomputer  and  microcomputer  systems  located  at  Ft 
Monroe.  Installs,  tests,  evaluates,  validates  and  vrites  user  guides  for 
minicomputer  and  microcomputer  hardware,  software  and  firmware.  Performs  problem 
determination  and  resolution  in  all  areas  of  minicomputer  and  microcomputer 
technology.  Demonstrates  hardware  and  software  standard  products  to  users.  Analyze 
functional  requirements  providing  hardware,  software  and  procedural  solutions  in 
order  to  fully  support  and  meet  the  requirements.  (40Z) 

2.  Consults  with  users  to  determine  optimum  solutions  for  requirements  that  can 
be  solved  by  minicomputers  and  microcomputers.  Reconsnends  standards  for  hardware, 
software,  graphics,  communications  and  peripherals  in  the  minicomputer  and 
microcomputer  areas.  Procures  hardware,  software,  communications  and  firmware  for 
the  Information  Center.  Trains  user  personnel  on  new  equipment.  Evaluates  and 
prepares  critiques  on  systems  and  equipment  to  be  utilised.  (30Z) 


foarr  mm*vOE 


3.  Write*  technical  specificstjuans  far  taxdanv  software,  communications , 
and  firmware  to  be  acquired,  Sack*  with  off-tfhe-stbe  1  f  application*.  Provides 
end  u*er  support.  Tests  selscared  -vecndors"  yarrliingy  for  adherence  to 
standards.  Trains  personnel  in  aqatcisliinefl  funrtions;  attends  briefings, 
meetings,  classes,  conference*  and  a— a ears  cm  aH3  types  of  hardware  and 
software.  Maintains  state-of-lS»*-*Tt  Iran aJedge  *i  the  latest  advances  in 
computer  hardware  and  soffcaatre  in  £he  aomrlcompHier  mad  microcomputer  areas. 
Prepares  training  materials,  .briefings,  standards’  mod  procedures  for  areas  of 
expertise.  Schedules  demonstrations  »Jf  bsrftssre,  software,  communications , 
and  firmware  products  from  vendors  and  «mo?dixnrtva  them  with  HQ  elements. 

(30Z) 


-  Performs  other  duties  as  assigned. 

FACTOR  1 .  KNOWLEDGE  RE QD IKES  Vt  THE  TOSITICK, 

Knowledge  of  AH  18-1  and  associated  technic  a)  ballet ins  and  TRADOC  sup¬ 
plements  thereto  ia  required,.  Procurement  -regulations  and  procedures  are  used 
frequently  when  ordering  henteare  mad  software  fox  minicomputers.  Good 
investigative  and  analytical  mil  11%  ate  required  to  evaluate  and  select  the 
proper  hardware  and  software  from  hundreds  of  cmnye’timg  vendors  who  make  ex¬ 
aggerated  claims,  as  a  matter  ai  tmtrtr,  regarding  their  latest  technical  ad¬ 
vances.  Knowledge  of  all  major  manufacturers*  products  is  required  when  eval¬ 
uating  and  benchmarking  prodovt*  fe*r  prarureaent  by  91}  THADOC.  Superior 
communication  and  instructions!  skill*  acre  required  to  gain  approval  of 
systems  and  demonstrate  to  enrf  oarri. 


FORT  MONROE 


FACTOR  2.  SUPERVISORY  CONTROLS. 

The  supervisor  establishes  the  employee's  area  of  responsibility  and  sets 
priorities  and  deadlines  for  major  projects.  The  employee  plans  and  carries 
out  the  assignments,  establishes  controls  as  necessary,  and  interprets 
equipment  regulations.  The  supervisor  is  alerted  to  problems  such  as  those 
that  would  delay  project  accomplishment  or,  in  normal  work  environment, 
situations  that  will  likely  involve  other  offices.  Completed  work  is  reviewed 
for  technical  soundness  and  conformity  to  policy  requirements. 


FACTOR  3.  GUIDELINES. 

Guidelines  consist  of  instructions,  agency  regulations  and  directives, 
contracts,  procurement  and  budget  procedures,  and  precedents.  Precedents  and 
regulations  typically  are  applicable  only  in  that  they  provide  data  on 
coordination  required  and  sources  utilised  in  previous  projects.  The  employee 
uses  judgment  in  interpreting  regulations  and  adapting  precedent  methodology 
to  the  problem  at  hand.  Data  in  areas  such  as  workload  and  utilisation 
usually  must  be  obtained  by  interview  of  user  personnel. 

FACTOR  U.  COMPLEXITY. 

The  assignment  deals  with  state-of-the-art  technology  associated  with  the 
computer  industry.  There  is  a  frequent  requirement  for  developing  new  infor¬ 
mation  and  specifications  on  proposed  equipment.  Quite  often  this  information 
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it  required  quirkly  and  the  employee  must  be  capable  of  asaimilating  large 
amounts  of  technical  material  in  order  to  supply  accurate  information.  The 
equipment  being  evaluated  typically  is  not  untried;  it  is  already  in  use  in 
the  private  sector,  or  in  other  agencies.  The  software  being  evaluated  is 
frequently  not  being  utilised  in  the  manner  desired,  requiring  the  employee 
to  independently  evaluate  and  recommend  multiple  software  packages. 


FACTOR  5.  SCOPE  AND  EFFECT. 


The  work  involves  treating  a  variety  of  problems  and  occasionally 
developing  new  criteria  for  procuring  and  demonstrating  equipment. 
Accomplishment  of  the  work  primarily  affects  the  operation  of  computer 
equipment  and  systems  at  HQ  TRADOC  and  Ft  Monroe. 


FACTOR  6.  PERSONAL  CONTACTS. 


Contacts  are  with  employees  within  the  division  and  users,  procurement, 
budget,  personnel  and  computer  workers  at  local  and  higher  agency  levels,  and 
a  number  of  vendor  representatives. 


FACTOR  7.  PURPOSE  OF  CONTACTS. 


The  purposes  of  contacts  are  to  train  command  personnel,  to  advise  on 
availability  of  the  most  feasible  hardware  and  software,  to  obtain  vendors' 
offerings  of  the  latest  technology,  to  exchange  technical  information,  and  to 
solve  problems. 


FORT  MONROE 


FACTOR  8.  PHYSICAL  DEMANDS. 


Physical  d wands  extend  only  to  normal  office  environment. 


FACTOR  9.  WORK  ENVIRONMENT. 


The  work  is  performed  in  an  office  setting.  However,  the  incumbent  goes 
out  to  the  user  offices  to  assist  in  problem  resolution  in  inclement  weather. 


F-9  3 


FORT  MONROE 


MAJOR  DUTIES 

On  an  independent  assignment  as  a  member  of  a  team,  serves  as  technical 
specialist  for  the  utilization  of  database  software.  Participates  in 
planning,  designing,  developing,  and  implementing  ADR  DATACOM/DB  databases 
created  on  the  DPFO— M  IBM  4341  and  those  databases  developed  for  migration  to 
VIABLE.  Assignments  involve  assisting  system  developers  to  understand  how  to 
structure  relational  databases,  design  systems  through  usage  of  Conceptual 
Data  Modeling  (CDM)  methodology,  and  translate  the  CDM  design  into  a  physical 
model.  Assists  in  maintaining  the  active  DATAD1CTI0NARY  for  development  and 
production  environments.  Ensures  that  the  physical  database  design  prodess 
facilitates  the  usage  of  DATAQUERY  for  online  access  to  data  and  DATAREPORTER 
for  ad  hoc  batch  reports,  as  well  as  meets  the  system  developer’s  requirements 
for  accessing  the  database  through  CICS  and  batch  COBOL  programs. 

-  Assists  in  defining  and  disseminating  technical  standards  and  guidelines 
for  the  usage  and  control  of  the  database  environment. 

-  Ensures  that  all  data  fields  entered  into  the  DATAD1CT10NARY  have  been 
standardized  in  accordance  with  Army  data  standardization  regulations. 

-  Implements  DATADICTIONARY  and  database  security  through  issuance  of 
system/operator  identification. 


FORT  MONROE 


-  Monitors  daily  performance  of  the  database  environment  to  ensure 
efficient  utilization  of  storage  space,  keep  track  of  system  response  time  and 
maintain  adequate  records  of  DBMS  growth  rate. 

-  Coordinates  with  system  developers  concerning  procedures  for  changing 
status  of  databases  in  development  and  facilitates  the  movement  of  databases 
from  the  development  environment  to  production  environment. 

-  Trains  functional  users  in  DATAQUERY. 


FACTOR  1.  KNOWLEDGE  REQUIRED  BY  THE  POSITION  - 

-  Knowledge  of  the  objectives,  overall  design  and  operation  of  BQ  TRADOC 
database  systems  in  order  to  recognize  probable  interactions  involved  in 
assigned  functions. 

-  Knowledge  of  overall  Federal,  DOD  and  departmental  policy,  rules  and 
regulations  regarding  data  element  standardization  and  knowledge  of  general 
ADP  standards  sufficient  to  advise  systems  designers  on  the  use  of  elements 
and  codes  in  the  assigned  application  ares. 

-  Knowledge  of  the  agency's  data  processing  standards  for  database  and  CICS 
programing. 
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-  Knowledge  of  the  Army  standard  database  software  DATACOM/DB  and  its 
interfacing  DATADICTIONARY,  DATAQUERY,  and  DATAREPORTER  software.  Knowledge 
of  this  software  should  enable  the  employee  to  train  others,  especially  in 
query  and  report  writer  applications. 


o 


-  Knowledge  of  system  analysis  and  design  techniques  and  alternative  design 
approaches  relevant  to  the  database  application  area  in  order  to  carry  out 
studies  to  advise  on  the  merits  of  proposed  database  changes. 

-  Understanding  of  the  capabilities  and  limitations  of  the  activity's 
computer  equipment  configurations,  system  software,  utility  programs  and 
programing  aids  available  in  order  to  carry  out  database  design  projects  and 
coordinate  efforts  with  others  affected  in  the  organization. 

FACTOR  2.  SUPERVISORY  CONTROLS  - 

-  Receives  general  supervision  consisting  of  initial  assignments  from  the 
Branch  Chief  outlining  general  policies  and  concepts,  setting  priorities,  and 
deadlines.  Supervisor  is  available  for  advice  and  guidance  on  unusual 
problems  encountered.  The  employee  keeps  the  supervisor  informed  of  progress, 
unanticipated  resource  needs,  and  issues  likely  to  impact  other  organizational 
units.  Work  is  reviewed  in  terms  of  effectiveness  in  meeting  requirements, 
timeliness,  and  conformance  to  the  agency  ADP  standards. 
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FACTOR  3.  GUIDELINES  - 

-  Federal,  DOD,  and  agency  ADP  policies  exist  and  set  forth  requirements. 
Rules,  regulations,  manuals  and  instructions  provide  general  guidance.  The 
employee  is  required  to  adapt  guides  and  precedents  for  application  to  the 
assigned  project  or  gather  considerable  data  to  supplement  gaps  or  lack  of 
specificity  to  solve  a  particular  problem.  The  employee  uses  judgment  in 
interpreting  the  guidelines  to  advise  senior  personnel  on  general  considera¬ 
tions  to  resolve  specific  cases.  The  methodology  and  coordination  require¬ 
ments  in  precedent  projects  may  not  be  available  to  meet  the  needs  of  new 
assignments.  The  employee  reconmends  changes  in  procedure  and  approach 
regarding  applicable  area  of  assignment. 


FACTOR  4.  COMPLEXITY  - 


-  The  assignment  consists  of  broad  functions  or  processes  in  the  ADP  field. 
Concern  is  with  all  stages  of  automation  from  defining  the  need,  creating  the 
database,  and  maintaining  the  dictionary  for  the  database.  Must  perform 
access  requirements  analysis  to  determine  specific  data  a  user  needs  to 
fulfill  his/her  needs,  frequency  of  request,  and  time  constraints  placed  on 
data  availability.  Employee  ensures  that  keys  and  elements  to  database  are 
created  to  allow  access  to  data  required  by  a  large  number  of  users.  To 
facilitate  subsequent  modifications,  interrelationships  of  existing  and 
proposed  systems  in  the  database  environment  must  be  analyzed  and  con¬ 
sideration  given  to  probable  areas  of  future  change.  The  work  requires 
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innovative  approaches  and  consideration  of  a  vide  variety  of  data  for  new 
aysteos  where  precedents  may  not  exist. 


FACTOR  5.  SCOPE  AND  EFFECT  - 


-  The  work  affects  the  basic  structuring  of  automated  database  systems 
that  concern  a  variety  of  functional  operations  in  the  agency.  Advice  and 
guidance  provided  by  the  employee  affect  the  work  of  other  ADP  experts  and  ADP 
users . 


FACTOR  6.  PERSONAL  CONTACTS  - 

-  Personal  contacts  are  with  ADP  and  user  personnel  at  various  levels 
within  the  department,  representatives  of  other  Government  agencies,  and 
representatives  of  vendors  and  contractors. 

FACTOR  7.  PURPOSE  OF  CONTACTS  - 


-  Responsible  for  coordination  and  collaboration  with  computer  systems 
analysts  and  functional  area  personnel  to  ensure  accurate  and  timely  products. 
Makes  staff  assistance  visits  to  activities  in  connection  with  development  or 
installation  of  database  systems.  Conducts  orientation  and  training  on  a 
segment  of  user  training,  specifically  query  and  report  writer  software 
tra in ing . 
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FACTOR  8.  PHYSICAL  DEMANDS  - 


-  The  work  is  sedentary;  however,  it  may  be  necessary  to  visit  users  even 
in  inclement  weather. 


FACTOR  9.  WORK  ENVIRONMENT 


The  work  is  performed  in  a  typical  office  setting. 


DEPARTMENT  OF  THE  ARMY 

JOB  DESCRIPTION 

Fo-  u».  of  ii.iv  M.  C*R  601  th«  p»ono»'«ni  iiDCFFtn 


1.  JOB  NUMIIX 


86-368-S 


3.  INST  At  LAI  ION  OR  MUOOUARTnRS  OFFICE 

USA ISC 

Fort  Hood,  TX 


3.  OAGAN i NATIONAL  LOCATION  (Complete  on  orgonuotion  ropy  only, 

USA] SC,  Automation  Divirion 
Information  Center 
FT.  Hood,  TX 


4  CITATION  to  APFUCA*eLl  STANDARD  ANOTNF  DATt  0^ 
ISSUANCE 


0?>:/?C.S/KES,  CS-334 ,  Dec  80 
OFM/PCS  SCCC,  ?ort  II, 


19  r  AIR  LAbun  STANDARDS  ACT 


□  NONt  KEMPT 


EVALUATION  approval 


CONTENT  APPROVAL  iCUMPLP.il  US  VHUAHIZATIUS  COPY  OKLYt 


a  t  CE  A  T  1 1 ■  V  THAT  THIS  IS  AN  ACCURATE  ST  A  *  '  P.lr  NT  OF  THE  i.lA.'On  DUTliSANDRESF’ONSlE’ll.niFSCr  TmJ  POSiTuvj 
A  E  ITS  '  T'l-N.-.L  Rf  L  ATI.  INS  MIPS  AN  t  1  •  < '.  T  T  l IE  r "'Ll i  ip-,  i;  N ‘  r  r  f  '  A  P  v  T  .  C  A  R  r  s  C>U  »  C< ’  VT  P  •. •  ■  r  •.  T 

F-.  '  P  •  A  ..  . r  »i  i  A  V  P  f  PCKCBU  li','  C  :  . . .  I«  I.  A  or  .V, ,!  T  ,f  t  :.  1..LII  Of  TH..T  t  n.f  op 

T 10  N  IS  ••  p  l  f  W.E  :•  FOR  STATUTOP  V  PURPOSES  RE  t  A  '  INC  TO  APPCINTMEK'  AND  PAYMENT  OF  PUBLIC  F  UNDS  AND  THAT 
FALSF  OR  MISLEADING  STATEMENTS  VAY  CONSTITUTE  VIOLATIONS  OT  SUCH  STATUTES  OR  THEIR  IMPLEMENTING 
REGULATIONS  J  _ 


ISijifalurt  of  Aporor  inf  Super,  nor  I 


o  THIS  JOB  DESCRIPTION  WITH  SUPPLEMENTAL  MATERIAL  IS  ADEQUATE  FOR  PURPOSE  OF  EVALUATION 


_ 9V- 


(Signature  of  VoeiUon  CUtstifieatlon  Specialist) 


ATtMENT  C^DL^nES  AND  f)C&PONS< glLITlES 


Dunes 


it-rvLS  os  the  Chlei /Hardware  Tech  Support  Section  supervisor. 


Supervises  odl-  military  personnel  and  lour  civilian  employees. 


-  Evaluates  Employee  perfoimunce ,  develops  standards  under  CPAS  for  employees  in  the 
section.  Interviews  applicants  for  vacant  positions,  makes  recommendations  fox 
appointments,  promotions,  and  reasalgnments.  Approve*  and  disapproves  leave  requests. 
Ilctr6  ana  resolves  complaints  from  employees.  Refers  group  grievances  end  complaints 
to  the  branch  Chief.  Effects  minor  disciplinary  measures  such  as  warnings  ana 
re  pi ic.  anils ,  rtconriends  further  action  in  men  serious  cases.  Identities  Development 
.i.o  iteming  nitdb  oi  group  to  rujh  i  vlsui .  K»  views  vert-  procucts  01  pronj  11  tu 
lioily  pn  1  orrn  nee  ,  salir-iiicioiy  otnoonL  sod  quality.  _ *• 


Luiivcts  ,  ||,i.(,!iir  r :  qui  .<•»•«>  l  ••  fit  inii.'.t  ati«  n  dn.tijl.uiv.il.  I  iuiuf  ill 
i.Mi-1.  i,,[(.l.i  t  mu  tii  ,  ■  tc  it;  i.o;  •  jioI'.iil  usojlI'.’Ii  «.i  C  f  i  *  1  «1  ue  <  t  pntJiis. 


OA  37-' 


•r  •  p-roT  '  ’ 


•  •.(. rri  *  ki  i  'i 


TWVXVWt 


lu-wirwir*  m  utiwwrwrci  mr 


1 W II  *  H  it 


kcciivrs  usu  Application  development  riquiimi ntu  lot  network  frivin:.  treiuci  user 
satisfaction  witt*  bwta  Processing  services  by  u solving  U3e-i  ccmpi..inis  that  giitaln 
to  cither  hardware  cr  software.  Assists  uirt  in  the  cpcttiion  oi  trimmers  ar.u 
functional  application* .  _ Z 


-  Kcgui«rly  represents  the  Directorate  at  c.«  eliogs  with  officials  iron  other 

lotipuu  nit  within  bolt  liooo  ougeptd  in  ii.-vcioi-n.cnt  oi  liiioiEv.tioii  systci.:b  ceo 
teleprocessing  network*.  Insures  tilt  depsi taint 'l  vi«  vs  nit.  piuriiUc  ana  r.f|oti,.iu 
matters  cuch  ns  mooli icutions  to  pluns  ami  iapJir.i  r.  t ;  tlcn  ci  et  i-.icuii  t .  „ 

-  Pcrlcrmo  other  duties  a*  ossigrua. 

-  ACiignrtiu  to  dotlic  other  than  tiiobe  ct  tmbic  ,,bov..  icr  ;■  jinoi  in  *xtcst  u  jO 
d.  yu  constitutes  r>  oi  t  assignee  nt  i  nd  nut  t  be  rente  ltd  ituidi.-te-iy  by  Bubc.JhF;on  ol 
tlor.d.  10  I  ur  bt  to  tllhcr  durn  0:  |irt:;n*ntiy  .er.jj’n  tl  iL.|ioyn  te  Lit  e*  t  i  t  j  >  :  . 
Kuiluir  to  lollov  this  proerdure  constitute*  a  moil  oyetn.  '<io].-!tico, 

hul h  -  line  ic  d  new  position.  Position  it  i-valuMcd  on  o  projcctei)  basis  end  is 
subject  to  pott-audit  after  filled  snd  functioning  for  r  tiuRombli  gciloo  ot  litr.c. 
This  review  should  address  currency  /md  aui  qua<  y  cl  job  Litctiptlor.  as  will  is  eerily 

<  i  ic.-t  ion  aliocctioi:. 


l'~  iL(  L _ *•  l-mv-lfUft  Required  by  th*  Position  1250  Pts 

Knowledge  of  agency  ADP  stencotds,  policies,  uiid  .'lUthorirec  system  uisign  «.ppro;clc». 

-  Knovii  Jfav  ot  tl.fc  objectives  i.no  design  cl  teleprocessing  systems  re  u-co&nist  beth 
f»iti.tisi  node  Is  sne  probcblo  irt  t  rcc  t  ior.s  witn  the  .. sbi.gr.no  application  system. 
Kiiuweu ego  oi  oil  locally  written  sortwstc  products  ts  w  U  is  i.tcpirti  knowledge  ol 
all  sfi-th* -ciieii  coitvart  available  on  the  instil  i.ticn  m.  ir.lr,  isos.  Knoulccgi  ei  «ii 
wjACio-soitti.ee  and  hi-zcivaru  loesliy  cwn»d  ci  imcc-c  .  t  iccui  ir.beoiii Lion.  knowledge 
or  the  word  Computer  Krogrucmrs  one  Coo.pote.-i  iiqui  pot- lit  Analysts  sufficient  to 
rc-cognlim  potentially  unworkable  changes  is  existing  systcwib  that  could  result  iron: 
proposed  clrcrnatlvea.  Knowledge  of  ngt-ncy  ATP  staednrus  end  policies.  Ability  to 
write  clear  procedural  Instructions  lor  user  piTsotrntl. 

Factor  2.  Supervisor  Controls  450  Pts 

-  VI. e  supervisor  sets  forth  tlic  employee's  scope  ol  activity  In  the-  assignee  sics  and 
msigr.e  special  projects  with  objectives  ct.Q  dendlinc-s.  The  employee  studies  the 
specie!  projcetc,  considers  the  regular  •vmh  to  be  cone*,  judges  from  precedent  studies 
the  manhours  needed,  and,  with  thr  rsBiutonee  of  assigiud  personnel,  t-xewutco  the 
use ignrents  within  the  timeframe  requited,  cooioiuntod  with  couccrmu  orgar.iz.nions 
anu  n.U'iB  within  the  department.  Unusuni  prcbnms,  controversies  concerning  policy 
intet pi ctntion ,  or  Apparent  need  to  involve  other  US  Army,  fuKSCOtl,  ot  Ion  Kooo 
corpom  ucf  ;ic  biocgl.i  to  the*  attention  ol  tin  supervisor. 


l.'itci  Guic>J  ir.i:  6 


275  Pts 


-  tuhii  .iui  worojsi  ot  ..gency  ill’  tl; m>..i o'o  .  no  ixistiuf  rysiiu.t  v  Lie!.  c*c...iy 
|U0\  l et c  Uw<  tui  .  Ihc  employee-  u:.»t  Jnugc  rt  in  adi-Mit.p  citi  '.n  chi  b 


i  ll  e.  <  ! 

^  +  J  w.  13  l  t  ^  < 

^'1  ku  1  ht  lit  L  wC  t»i*  e  bCil'Illt 
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(  III  «u^#wl\ui 

rlbU 

i  >.  u  ; 

'  I.^l  cl..  1.1,1  f  J  f 

•  •  ;  ■  1  -  c, .  .  T  c  :■ 
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F .1  c  c o r  4  .  Cl :„plexi  ty  225  Pts 

-  The  work  consists  of  independent  accomplishment  of  user  assistance  in  Lhe  arc;.s  ot 
Starnet  hardware  and  software,  IPS  hardware  <.nd  software.  System  34  hardware  and 
softwarae,  ind  Fersonnei  Computer  hardware  and  software.  Responsible  for:  ensuring 
an  efficient  and  economical  information  network,  and  the  development  of  manageability 
functions  to  control  network  operatio  s.  Ensures  that  changes  to  the  network  are 
nondisrupt ive • and  network  tests  are  included  in  the  design. 

Factor  5.  Scope  and  Effect  225  Pts 

-  The  work  involves  establishing  and  participating  in  the  criteria  for  assisting  the 
end  users  in  a  wide  range  of  automated  systems  throughout  the  Installation. 

Factor  6.  Personal  Contacts  25  Pts 

-  Personal  contacts  are  with  employees  at  various  levels  within  the  installation  and 
occasionally  representatives  of  other  DA  activities,  vendors  and  contact  personnel. 

Factor  7.  Purpose  of  Contacts  50  Pts 

-  The  employee  has  frequent  conferences  with  the  end-user  and  occasionally  makes 
formal  presentations  to  user  management  on  the  results  of  feasibility  studies.  The 
primary  purpose  of  contacts  is  to  advise  on  work  advise  on  work  effects,  coordinate 
plans,  resolve  operating  problems,  test  and  evaluation  of  products. 

Factor  b.  Physical  Demands  5  Pts 

-  The  work  is  sedentary. 

Factor  9.  Work  Environment  5  Pts 


-  Tht.  work  is  performed  in  a  typical  office  setting. 


TOTAL  PTS  -  2510 
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DCPARTMENT  Of  THE  ARMY 
JOB  DESCRIPTION 

fo*  urn  o»  «tm  Form,  m  CPR  >01  ttw  prapwrl « 
2  INSTALLATION  OA  HEADQUARTERS  OFFICE 

USAISC 


It.  JOB  NUMBER 


86-243 


3.  ORGANIZATIONAL  LOCATION  fCon 

USAISC 

FORT  HOOD,  TX 


*  CITATION  TO  APPLICABLE  STANDARD  AND  THE  DATE  OF  5  TITLE  ” 

issuance  Computer  Systems  Programer 

OPM/PCS/FES,  GS-334 ,  Dec  80.  6  pay  schedule  t  occ  code  8  grade 

GS  334  1 


9  FAIR  LABOR  STANDARDS  ACT 

WtX  empt  Dnonexempt 


10  COMP  LEVEL 


evaluation  approval 


title  pav  schedule  occ  code  and  grade  of  this  job  have  been  fixed  in  accordance  with  official  policv 

AND  GRADE  LEVEL  STANDARDS 


s/Lf 

j*/  A/a 


(Slgffdturt) 

JOB^ONTENT  APPROVAL  (COMPLETE  Oh  ORCAMZATIOX  COPY  OKLY) 


*  I  CERTIF  V  THAT  THIS  IS  AN  ACCURATE  STATEMENT  OF  THE  MAJOR  DUTIES  AND  RESPONSIBILITIES  OF  THIS  POSITION 
AND  ITS  ORGAMZ  ATION  A  L  RELATIONSHIPS  AND  THAT  THE  POSITION  IS  NECESSARY  TO  CARRS  OUT  GOVE  RNV  ’.T 
FUNCTIONS  FOP  WHICH  1  AM  RESPONSIBLE  This  CERTIFICATION  IS  MADE  WITH  THE  KNOW  .EDC-E  THAT  IP';  :'.l  •  pV/ 
TION  IS  TO  BE  USED  FOR  STATUTORY  PURPOSES  RELATING  TO  APPOINTMENT  AND  PAYMENT  OE  PUBLIC  EUNDS  AND  THAT 
FALSE  OR  MISLEADING  STATEMENTS  MAY  CONSTITUTE  VIOLATIONS  OF  SUCH  STATUTES  OR  THEIR  IMPLEMENTING 


REGULATIONS 


1/ 


(Signature  orAp  proving  Suptrvuor) 


*  THIS  JOB  DESCRIPTION  WITH  SUPPLEMENTAL  MATERIAL  !S  ADEQUATE  FOR  PURPOSE  OF  EVALUATION 


/  <8ignmt] 

rATEMENT  OF  fix 


o£Fo*lho^Haulfic*tionSp*cloUMt) 
«  ANCX'RESPONSltlLITIES 


MAJOR  DUTIES 


I  -  Serves  as  USAISC  Network  Controller  with  tbs  primary  function  to  design,  implement,! 
*  end  maintain  the  communications  network  of  this  system  utilising  the  COM  TENS  36501 


*  and  maintain  the  communications  network  of  this  system  utilising  the  COM TENS  3650 
front  end  processor.  Assists  In  planning,  selection,  configuration,  and  coordinating 
I  the  Installation  of  data  terminals,  printers,  modems,  and  controllers.  Analyses  the 
I  channel  assignments  on  the  host  computer  and  performs  load  balancing  through  the  use 
'  of  optimum  coding  techniques  to  provide  best  possible  response  time  for  network  users. 

I  Estimates  costs  end  resource  requirements  for  network  services.  Assigns  network 
addresses,  line  numbers,  and  other  network  installation  activities.  U6ing  this  data, 
generates  and  assembles  6vster  software  comunications  modules  for  the  front  end 
processor  and  ho6t  conputers.  Reviews  and  submits  for  approval  design  of  network^ 

I  procedures.  Develops,  In  conjunction  with  the  ADP  Security  Officer,  procedural  and 
security  standard?  for  netvorV  functions.  Assists  In  providing  probler  determination 
solutions  to  coonuni cat  Ions  users  which  will  roouire  use  and  knowledge  of  electronic 

I  test  sets  for  simulation  of  terminals,  modems ,  and  centre]  processinr  units. 
Coorc  i  nr  icf  and  schedules  requirements  with  Anal vst /Propramrtrs .  Ecuirrent  Analyst, 
md  ir.fert.-t  loo  tenter  personnel  to  assure  all  ©npcinp,  "tv,  end  tv.txrc 


inform  loo  tenter  perse 
---  'h-rd\-r<  r*  r  m  r :  rn.*l  rr  ' 
r.  It  u  rrinrc  ar.r  conduct? 


.  J  -  ,  i  f  J  .  J 


rrMn-nr  ifr  co<“or.r,  n*1 


f  t  r  i  r  - 1  rr  c  t  r  •  1  r  r 
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procedures,  to  Include  w-lting  end  maintenance  of  computer  operation  procedures. 
Provides  fuldance  and  procedures  for  end-uaer  application  software  and  data  integrity. 
Monitors,  and  updates  resources  wi  thin  the  Remote  Spooling  Communication  Subsystem. 
Develops  and  documents  network  operatic?  procedures  for  the  data  center  operations 
«'roup.  Rccor.rwnds  cotnrvni cat ione  hardware  and  softwere  combinations  that  will  produce 
optinur  results,  both  In  the  network  control  proprar  on  the  cocruni cations  front  end 
processor . 


-  Attends  meetings  with  subject  natter  specicllsts  to  refine  deeign  concept  of 
conrunl cst ions  networks. 


Ffrforrs  otter  duties  as  assigned. 


t  sf  irnnorf  to  duties  other  then  those  desrritod  cbovi  for  r  pr  r  J  or  in  u>:rr  sr  of 


(  il  HI'l  .1  U'  I'llLirr  Ui  l  v.  :  '  11  *  ’  *  ’  •  '  '  *  ■ 

c^'.-s  constitute*  n  r  1  sess i rnment  and  must  hr  rorrerted  Immediately  by  snbnirr.lo-  of 
btends.rd  fore  32  to  either  detail  or  permanently  nseim  the  rrplcyrc  to  thocr  duties. 
Failure  to  follow  this  procedure  constitutes  a  merit  system  violation. 


-  jiCTL :  Incurbcr.t  ’s  tour  of  duty  le  subject  to  vnryinp  shift  start  tires  duo  to 

f. v r ;  1  /  f  j  l  j  t v  of  co,T,utcr  svsterc  fer  svrter  r r orramri ng  efforts. 


Factor  1.  Knowledge  Required  of  the  Position:  1250  Polnta 


Knowledge  of  networking  data  corruni cati ons  software  is  recuired  to  advise  manapement 
on  needed  coirrunication  software  to  Implement  nev  netvork  requirements .  Tf.ls  includes 
COKTFNS  mesaape  awitchinp  systems  software  internals.  fcenulrea  knowledge  of  IBf 
teleprocessing  access  ewthods  software  such  as  basic  Teleprocessing  Access  Method 
( BTAM ) ,  Vertual  Tel eprocessing  Access  Method  (VTAK),  B1SYSC,  Systems  Network 
Architecture  (SNA)  and  Customer  Information  Control  System.  (C1CS).  Knowledge  of  front 
end  processor  systems  software  generation  and  the  IBM  CPU  systems  software  generation 
which  pertains  to  telecommunications  access  methods.  Knowledge  of  IBP  CMS  and  CMS 
editors  which  pertains  to  the  generation  and  modification  of  EXEC  lanpuapes  snd  macro 
instructions  is  required.  Knowledge  of  Job  control  language.  Ability  to  utilise 
vendor  supplied  programs  required  for  Installation  snd  maintenance  of  application 
software,  executive  software,  and  system  operation.  Knowledge  of  computer  techniques, 
methods,  and  procedures  to  assist  in  facilitating  the  allocation  and  manipulation  of 
computer  hardware. 


Factor  2.  Supervisory  Controls t 


450  Polnta 


V.orV6  under  the  general  supervision  of  the  Chief,  Hardware  and  Administrative  Support 
Section,  Information  Center  Branch.  Work  is  accomplished  independently  with  general 
guidance.  Assignments  are  received  in  the  form  of  projects,  and  program 
specifications,  and  hardware  interface  requirements  for  the  Fort  Hood  Installation 
Vroceesiof  Svrter  (IFF).  Jncurhcnt  if  rosncnslhU  for  planning  and  carrying  out  the 
genera]  maintenance ,  systems  generation,  netvork  design,  and  conrunieations  linkage  of 
rh(.  j  pc .  Inri!mh«’rf  is  re6conplbJr  for  inn*  pendent  work  acconpl  1  thmert  with  unusual 
rroh]  ers  be  lnr  referred  to  the  sunervi  *cr .  V  c.rk  lr  reviewed  for  overall  gvMrmr 
('M)cunc'  ,  sect  chtrk,  rustorrr  satisfaction,  rnd  general  review  of  specific  rr*  tiers 
Ti-rolvpd  on  rroiocts  comic  tor. 


(■>•]*'  lino*.:  273  Feints 


/v.  rb... 
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dav™.,. 


extensive  Interpretation  of  overall  specifications ,  ays t ere  software  used  for  previous 
fenerations,  and  manufacturer  technical  manuals.  Judgement  la  required  in  developing 
plans  and  evaluating  Methodologies  which  ultimately  reflect  in  the  comprehensive  plan 
for  the  Installation's  local  area  networks.  Overall  responsibility  for  development  of 
written  ADP  procedures  for  USA1SC. 

Factor  4.  Complexity:  225  Point6 

The  work  coneiat6  of  independent  accorpll6hment  of  systems  software  actions,  to 
include  defining  problems,  recommending  solutions,  perforring  syster.  software 
maintenance ,  and  testing  changes.  Responsible  for  generation  rorilfiention,  and 
enhancement  of  systems  software  for  tailoring  to  fir  the  installation  computer 
networking  rcculretrents.  Pcrforrs  custoror  a6sist«nre  to  include  modification  of 
customer  profiles  and  accounts.  Analyrcs,  develops,  and  updates  operations] 
procedures  and  provider  training  of  corp'trr  operators  in  drv< ] onrrnt  rod  us< r  rf 
rxictitiv,  routines  in  both  e  production  and  test  environment.  f oordi r.rtru  ongclnr  r.nc 
future  sof twsrt/hardvare  operational  reoui foments  vitb  subject  mettrr  experts. 

Fncror  5.  Scope  and  Effrct:  150  Pointc 

The  work  involves  enelyring,  and  advising  on  ryster  protlcrr,  cuestlons, 
characteristics,  drsicr-,  and  u«r  .  The  vcrl  affects  thr  rtcl-tipr  /n  procersrnr 
activities  of  th<  t'.ltcorrunlcr.tlor.r.  sV6tcr  network  et  a  cul  t  i-ri  vision  installation, 
with  a  linkage  to  the  VIABLE  Regional  Data  Center  network. 


Factor  h.  Persona]  Contactc:  25  Points 

Personal  contacts  ere  vith  Ark  specialists,  propracnrer/analysts ,  contractor  personnel, 
vendors,  representative  of  other  activities,  and  operations  personnel. 

Factor  7.  Purpose  of  Contacts*  50  points 

Contacts  sre  to  provide  and  exchange  information  with  subject  matter  experts,  advise 
00  work  efforts,  coordinate  plana,  and  resolve  specific  ADP  communication  systems 
network  sod  operational  problems. 

Factor  8.  Physical  Demands:  5  Points 

ltoat  be  abla  to  lift  50  lbs|  oparate  Military  motor  vehicle;  and  climb  ladders. 


Factor  9.  Work  Environment* 


5  Points 


The  work  will  require  working  in  hot/cold  and  duEty  areas, 
TOTAL  POINTS: 
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1  INSTALLATION  OR  HEAOOUARTERS  OFFICE 

USAISC 


ISSUANCE 

OPM/PCS ,  GS-334 ,  Dec  80. 


86-246 


3.  ORGANIZATIONAL  LOCATION  (Comptete  on  organisation  copy  only 

USAISC 

Info  Ctr 

Fort  Hood,  TX 

5  TITLE 

Computer  Systems  Analyst 

6  PAY  SCHEDULE 

7  OCC  CODE 
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GS 

334 
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9  FAIR  LABOR  STANDARDS  ACT 

□  exempt  XIOnonexempt 

10  COMf  LEVEL 

evaluation  approval 


TiTlE  PAY  SCHEDULE  occ  code  ano  grade  OP  THISJOB  have  BEEN  FIXED  IN  ACCORDANCE  With  OFFICIAL  POLICY 
ANDL^A^Df  LEVEL  STANDARDS  /  *) 


TENT  APPROVAL  (COMPLETE  O.V  ORCAHlZATIO\  COPY  OSLYi 


a  l  CEBTlf  V  ThAt4miS  IS  AN  ACCURATE  STATEMENT  OF  THE  MAJOR  DUTIES  AND  RESPONSIBILITIES  OF  THIS  POSITION 
A  ■■  r  1  TS  C»C  aVT;  AT  ION  AL  RELATlONSHIPSANOTHATTHE  POSITION  IS  NECESSAR  V  TO  CARR  V  OUT  GOVE  RNVE  NT 
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lAl.bE  OR  MISLEADING  STATEMENTS  MAY  CONSTITUTE  VIOLATIONS  OF  SUCH  STATUTES  OR  THEIR  IMPLEMENTING 
REGULATIONS  _ _ _  - , 


V^\  $ 


{Signature  trf  Approving  Supervisor) 


b  Thj£_jDB  DESCRIPTION  WITH  SUPPLEMENTAL  MATERIAL  tS  ADEQUATE  FOR  PURPOSE  OF  EVALUATION 


(Signature  of  fcsition  Classification  Specialist) 


13.  STATEMENT  OF  DUTItS  ANO  RESPONSIBILITIES 


:  DUTIES 


tUTJFf 


Performs  Systeir  Analysis  end  deeiyn  of  various  nutrreted  systems  Jr  aopport  of  For 
heod . 


-  Provides  preliminary  system  analysis,  including  hardware  end  eoftva.e  evaluation 
eystcff  design,  systeir  testing,  end  system  implementation  affecting  batch  eni 
interactive  processing  systecs.  Provides  technical  assistance  and  training  fo 
application  system  users.  Prepares  eysteu  documentation  in  accordance  with  local  SO 
and  governing  JjOD  and  DA  regulations.  Serves  on  typical  system  codification  project 
end  rev  application  development  projects.  Participates  in  all  phases  of  the  project 
Acvises  cr,  system  requireo'cnts  and  limitations  to  help  user  personnel  in  defining  th 
problem  or  need  for  cutoiratior.  Performs  both  hardware/sof tvare  and  cost  fessihillt 
lr  \  t:.t  nations  oj  user  proposals  and  cr  h  e  ccrrenos  <ll*irrte  sciutiirr.  I-ftercarr 
bvmi  CKiifirstlen,  « enipmert  tc  quirecc-nt  e ,  flit  ar.d  lecord  rrquirirrrtF  an 
LtTLCtnrcs,  data  llcv  vitiin  the  usiny  orpenizat  ion  and  toirrcF  and  CFStjtif.Jorj  c 
nn.rcu  c.,tE  ar..J  ir.z  c  nr  a  tic-r  .  Provides  rtchriral  asEiftjrcr  to  ere*-  ir  c(\ricrt'cr 
ci  t  v  i.c  t  lord  ctccripticn.  Identifies  specific  sntoratlcr  rr  enrerertf  tc  ir.clvd 
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i  job  number 


DEPARTMENT  OF  THE  ARMY 

JOB  DESCRIPTION 

F  O'  uN  o<  tt'U  form.  M  CPR  SOI .  ttto  pr 000*0*1  iftncy  n  DCSPt  R 


2  INSTALLATION  OR  HEADQUARTERS  OFFICE  3.  ORGANIZATIONAL  LOCATION  fCompkt*  on  orvonltorton  copy  only 

USAISC  USAISC 

Port  Hood,  TX 


4  CITATION  TO  APPLICABLE  STANDARD  AND  THE  DATE  OF  S  TITLE 

issuance  Training  Instructor  (ADPE  End-User) 

OPM  PCS  FES,  GS-1712,  Oct  66;  Instructor  6~pay  schedule  It  occ  code  IS  grade 
Crade  Evaluation  Guide,  Oct  62;  GS-335,  GS  1712  07 

Peb  80. 


9  FAIR  LABOR  Si ANUMnDS  ACT 


10  COMP  level 


□  EXE  MPT 


f  VAL  UATION  APPROVAL 


xs  NONEXEMPT 


TITLE  .  PAV  SCHEPul  »  OCC  CODL  A\r>  C.R/n: 
AND  GRADE  LEVEL  STANDARDS 


THIS  JOB  HAVE  BEEN  FIXED  IN  ACCORDANCE  WITH  OFFICIAL  POLICY 


JOB  CONTENT  APPROVAL  fCOMPI  t  TF  ON  ORGAS’lZATIO \  COPY  OKLYt 


m.  I  CERTIFY  THAT  THIS  IS  AN  ACCURATE  STATEMENT  Of  THE  MAJOR  DUTIES  AND  RESPONSIBILITIES  OF  THIS  POSITION 
AND  ITS  ORGANIZATIONAL  RELATIONSHIPS  AND  THAT  THE  POSITION  IS  NECESSARY  TO  CARRY  OUT  GOVERNMENT 
FUNCTION?  FOR  WHICH  |  AM  Rf  S^DN?  'E  t  E  This  CERTIFICATION  IS  MADE  WITH  THE  KNOWLEDGE  THAT  THIS  INFORMA 
TlON  is  TO  tit  I  L‘  :•  F  OR  fT  AT  v'T  C'P  N  f  oR*  u*  !  *  M  i  AliNC-  70  A'lT.  AND  PAYMENT  Of  PUBLIC  FUNDS  A\P  THAT 

FALSE,  or  M.Slc  AjiNG  SI  ATI  Ml  *  Is  .  -  CONbl-TuU  ViOLAT.uNS  OF  SuCh  STATUTES  OR  TmUR  IMPLEMENT  iNG 
REGULATIONS 


(Signature  of  Apprnt  inp  Suprn uor)  (Dolt 


b  THIS  JOB  DESCRIPTION  WITH  SUPPLEME  NT  A  L  MATERIAL  IS  ADEQUATE  FOR  PURPOSE  OF  EVALUATION. 


(Signature  of  Position  Clostificatior  Specialist) 


1*  STATEMENT  OF  DUTIES  ANO  RESPONSIBILITIES  DUTIES 


Serves  sb  the  Education  Coordinator  for  the  Information  Center  Branch,  Autonation 
Di vliion,  US  Army  Information  System  Contend. 

-  Develops  procedure  aunuals ,  operation  guides,  and  formal  education  packages  to  Bake 

and  keep  users  avare  of  the  capabilities  of  the  Installation  Processing  System  and 
nicrocoaputers.  Conducts  end  user  training  on  Installation  Processing  System  and 
microcomputer  software.  _ 1 

-  Evaluates  and  recosenda  the  selection  of  cosnercisl  training  packages,  to  incluot 
cooputer-eseisted  Instruction.  stlf-pictd  piogrcrt  of  instruction,  m  i  t  i-s  t  di  t. 
louritt,  tno  resident  truiDing  courses  to  assist  the  111  Corps  r.nc  Fc-rt  boot  cut. putt  r 
training  effort.  Develops  forctl  educations]  training  ptekeges  to  include  progtat.  of 

lnt  t  rut  t  Ilt  .  let  For  pltrs,  enc  training  and  wtifl  tidr.  _ * 

-  (olitett  touru  ccttiuls  foi  \t  rious  tctrscc  free  court* £  both  insldi  arc  outs. Cl 
■  |  ,  Udm!  fc\(  rnni  r  t  ;  f  .  g .  pi  i  vm  t  incut  1 1  \  .  tf'rf  .  t  lotu  :  lretitu tiers,  1  i  hr .  i  3  *  s  . 

| ,  i  ili  >  .  utc?:i  !  .  Tien  tCLP  i  i  '•  *  i  . «  J  e  *t*  ,(t  ntciJy  Mt 


■s  r 


ccnstsntly  revised  with  little  or  no  notice  to  using  agencies.  Throe  materials  must 
he  Mtit|ed  to  stake  them  cooolotoot  with  the  111  Corps  and  Fort  Kood  training 

effort.  1 


-  Provide*  consultation  services  to  both  DG1M  tod  111  Corps  HACOFi  instructor  personnel 

or  techniques  and  methods  of  Instruction  and  software  in  use  at  Fort  Bood.  _ 2 

-  Provides  assistance  on  instructions!  techniques  arc)  methods  and  advisee,  observe*. 

1 1.  tvalurtef  cr<  instructor  p*  retT.rt  1  oj  clrFbroor  ir.e  ti  uc  t  ioi  s .  mc 

sof lyres  request*  or.  training  requirements  received  Iron  org/nirttlons  responsible  lor 
proe  le’l  nf  th»t  inf erme t ion.  Determines  schedules  sno  quotes  foi  sli  civilicr.  etc 
rill ’.cry  pitfnnm  j  at  Foil  booc  b,  s<  c  or  tl.i  sn.lysis  01  lnl crm<  t  ior.  mevu  . 
P.'.  tj  n  s  ibii  l«-i  p’-oviemf  h.e  3  p  t-t  si.  p«  ■••bc-M.e,;  i.tl  suiireient  me  t  rue  1 1  ci.t  tc  j*Tloite 
.  (■  i  >  .  k  t  1 1.<-  >  i  i  :  t !  ;  ;:t  (  ci  .  r  it  ru  1 1 « <  b:  ns  .  _  1 


1-  •  •  i  <  :  i.  :  Lit.'.  :  ci.t  1  e  e  .  t  u!.|  i  i  c. 


-  /teigno.-rt  tc  duties  othc  l  then  thocc  describee  tbeve  for  t  penot  it.  excise  cl  jt 
oi- ye  constitutes  e  mist seignm* nt  auo  must  bt  coirecte-c.  iur.edic.ttly  by  subn.iss.ioi.  of 
[live,  re  Fan  51  tc  ell  bit  cit^ii  oi  ptit.ncriJy  e.eslgn  th.  icjlcjtc  to  tier-  ti'.iii. 

1  .  :  i  li'.r  I  ’  . 1  f  :  i  .  ■  r  •  <  <  * t  :  '  :  \  ;  •  .  t  . t  r  }  »  t  <  i  \  . 


i.  krc-ileotc  Kcquirto  by  the  Position. 


750 


htcri,)v.  knowledge  in  the  spplicctier  of  c  vtrlety  of  aevtuetd,  sophlstlccud , 
iru  •.  rv  ctior  cl  techniques  6uitsfcif  tc  the  eutonetic  dots  procitrirf  subject  Her ,  tc 
include ,  seminar,  group  discussion  techniques,  programmed  instruction,  multi-media  ano 
computer  based  instruction.  A  broad  knowledge  of,  to  the  extent  that  the  individual 
sill  be  able  tc  plsn  for  and  execute  end-user  training  for,  all  micro  and  mainframe 
cos-pul  ii  softwoie  in  U6t  at  Fort  Bood.  A  basic  knowledge  of  management  principles  is 
requited  to  efficiently  manege  the  scheduling  function. 

Factor  2.  Supervisory  Controla.  J76 

Works  under  the  general  guidance  of  the  Chief,  8of tvare/Education  Support  Section  of 
the  Information  Center  Branch,  Automation  Division.  Incumbent  is  responsible  for  work 
accomplishment  without  benefit  of  detailed  supervision  oi  guidance.  Supervisor 
furnishes  guidelines  eb  to  the  soft vote  packages  the  employee  is  to  prepare  tc  teach. 
These:  guidelines  arc  based  on  D01):  manegese nt '  s  determination  oi  end-u6er  needs, 
view  is  made  for  adequacy  and  effectiveness  of  liitunberl's  Itauoi.  pirns  or.ii  loathing 
iforwence  enc  the  effective  m^n.gtment  oi  the  scheduling  function. 

Factor  3.  Guidelines.  /  2  3 


Guidelines  consist  oi  oral/verbsl  lnstiuctiOLS,  policies,  procedures,  S0P6,  vendor 

scftwrie  instruction  meionas.  etc.  LmpJoy. c  unit  J  udf  .t.i  i  tc  t  v  t  <.  i  i  .iv  count 
tciiiitt  ere  rc.ptu  touching  Cvvliuas  lu  li.c  p*  1 1 icwlr :  nccc  ic:  ecuct  -ic:.,  n  _  . .  u<-  u  on 
v.m  tun  side  if  Lion  giver,  u  tie  knowledge  enc  skill  level  ci  the  percent  reco.v.'i.f 

i  i .  .  l.l  Uf  . 

1  .  .  : '  ,  e  .  Coij  i  .  t)  iv  .  !?>0 

l  .  i  c  ;  .  _ .  i  1 1  t !  iii.i  iti  ,  i  -  :  -  >  t;  t".  nr ,  ,  .  :  .  etr  j  j  .  1  1  -  '  '  ( 

I  -  !  i  rnin  e  •  .  .  •  i  .  ;i  stoi.  j  j  ■  t  t  <  i  ' :  :  c  >  i '  .  .  : :  <  •  ' 
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tXaJLalia  gaaaflaj£siL»J^Ak.la«l .i  »  a  «aj<Juufsli  >  HaJfWflakWaak 


I* 


ntrditi,  and  parlors  otbar  auch  f woe t Iona  needed  to  conduct  claaaea  on  micro  and 
mainframe  cosputa r  software  and  capabilities  In  place  at  Fort  Bood.  Scheduling 
function  involve*  a  laval  of  complexity  commensurate  with  achaduling  training  claaaea 
for  the  military  and  civilian  population  of  Fort  Bood . 


Factor  5. 


and  Effect.  '75ftz 


Tl*t  work  Involves  estubllshlng  lesson  plans  and  classroom  exercises  for  er.d-ustr 
training  on  software  and  hardware  syeLesis  In  ust  at  Fort  Hood.  Thcsi  Software 
programs  are  developed  botr.  locally  end  procured  frot  v«,r.doif.  Work  p^ifciu«*.c  tllvcib 
111  Corps  and  Fort  Hood  activities  and  Hajor  Subordinate  Command*  in  their  ability  to 
use  outoc-ited  systems  and  procedures  tc  assist  thee  In  performing  their  altiicr. 


factor  b.  Pcrsond  Coi>irci6. 


Cor.i.^tt  .)i  v  i  1 1,  c  .i.^iiiir;  cl  i  i  «.  j  r  .  i  ,  ADI  LolI,  watl.ir.  lul  ctUid.  let.  1. 

et.d  uscib  cl  AL1  usouiub,  siic  represt  nicirvt  b  ol  vtudoib  anu  contractors. 


Factor  /.  Purpose  of  Contacts.  S Offo 


Coniectb  within  Port  Hooc  art  twofold  and  pt  rforc  two  tu  t  Lions.  1)  m-sisi  li 

Cv  t  <  1  Li  111  I  g  «  T  c  UCi.  J  I  1  .  if,.  11,  I  (  (,L  f  i  0.1  III  s  Will.  Ci\  J  1  <•'  1  1  i.  I  6v.it>In  J  C  J  1  1  l  t  .  Cc  1  ).: 
OLi  l  .  l  be  lit  0*  1  1  C  C  |  (itlt  IiudCIjUu  1  l  L  1  b  bfii.  i  fl  1  iu  1 1  1  OillkluJb.  1  / 

Provide  cw.ncgi.Bi.Rt  overt  lev  cf  end  user  training  on  sofiwert  and  hatow^re  In  ust  at 
Fort  Bood. 


Contacts  outside  the  federal  government  are  to  obtain  updettc  source  L.tirlai  lor 
specific  couraea  and  to  ensure  that  updated  teaching  methods  and  up-to-date  subject 
Information  arc  Incorporated  Into  Instruction  material. 


Factor  8.  Physical  Demands .  3/rk 


Work  requires  standing,  walking,  stooping,  bending,  carrying  and  lifting  computer 
equipment  and  supplies  up  to  40  lbs. 


Factor  9.  Work  Environment. 


The  work  la  performed  In  a  typical  office  setting. 
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I  jPb  NUMol  F 


DEPARTMENT  OF  THE  ARMY 
JOB  DESCRIPTION 

Fo>  um  of  rf,it  form.  **•  CFff  601  ft,*  nmnnntnt  oooncy  it  DCSOf  P 


2  INSTALLATION  OP  HEAOOUAPTEPS  OFFICE 

HQ,  III  CORPS  AND  FORT  HOOD 
FORT  HOOD,  TX 


85-656 


ISSUANCE 

0PM/ PCS/FES  GS-335,  Feb  80. 


3  ORGAN i /AT  itlNAl  LOCATION  (Complete  on  organization  copy  only 

DMIS 

FORT  HOOD,  TX 

5  TlTLI 

Computer  Assistant 

6  PAV  SCHE  DUI  1 

7  occ  coot 

e  grade 

GS 

335 

06 

1 9  r  AlP  LABOh  STANDARDS  ACT 

10  COMP  LIVE  L 

|  Dexempt  ^ 

NONEXEMPT 

f VAI  U AT  ION  APPROVAL 


TITLE  .  PA  V  SCHf  DUI  E  OCC  COD[  AND  GRADE  OF  Till'  imuAVE  BE  l  N  F  I  X  L  O  IN  ACCORD  ANCE  WITH  OF  F  1C  I  A  I  FOLIC' 
ANO  GRADE  LLVEL  STANDARDS 


19  September  1985 

iVf.mn...  . _  r/lul.  I 


JOB  CONTENT  APPROVAL  ( COVn.r.Tl .  O.V  ni<GAKI7.ATIOK  COTY  OKI  Yi 


•  I  CERTIFY  THAT  THIS  IS  AN  ACCURATE  STATEMENT  Ol  THE  MAJOR  DUTIES  AND  RESPONSIBILITIES  OF  THIS  POSITION 
ANO  ITS  ORGANIZATIONAL  RELATIONSHIPS  AND  THAT  THE  POSITION  IS  NECESSARY  TO  CARRY  OUT  GOVERNMENT 
FUNCTIONS  FOR  WHICH  I  AM  RESPONSIPI  F  THIS  CERTIFICATION  IS  MADE  WITH  THE  KNOWLEDGE  THAT  THIS  INFORMA 
TION  IS  TO  Bf  USED  FOR  STATUTORY  ruP'Of!  5  RELATlNC  TC.  AF-’OlN  T  ME  NT  AND  PAYMENT  OF  PUBLIC  FUNDS  AND  That 
FALSE  OR  M'SlLADING  STATEMENTS  MAY  CONSTITUTE  VIOLATIONS  OF  SUCH  STATUTES  OR  THLlR  IMPLEMENT  iNG 
REGULATIONS 


reyff  Annuo  inv  Suprmxnrl 


THIS  JOB  DESCRIPTION  WITH  SUPPLEMENTAL  MATERIAL  »S  ADF  OUATf  FOR  PURPOSE  OF  EVALUATION 


_ (Signature  of  Position  Cla»$ification  Specialist! 


13.  STATEMENT  OF  DUTIES  ANO  RESPONSIBILITIES 

DUTIES: 


19  September  1985 


(Date ) 


Serves  as  primary  point  of  contact  for  resolution  of  customer  problems  related  to  data 
processing  in  the  Information  Center  Branch  of  the  Information  Systems  Division. 


Provide  fir6t  level  customer  applicetion  assistance  or  be  able  to  direct  the  customer 
to  the  correct  software  analysts  for  consultation. 


Initiates  request  to  eoulpment  vendors  for  maintenance  of  the  telecommunication  | 
network  equipment  and  microcomputer  equipment.  The  employee  must  be  able  to  explain 
to  the  vendor  representatives  what  the  malfunction  consists  of  and  what  procedure* were 
used  to  try  to  correct  the  problem. 

Publishes  a  .eguler  newel et ter  Jo r  the  customer  community  to  keep  then  aware  of  such 
items  es  support  personnel  »nd  tacr-e  telephone  number,  new  services,  new  applications, 
eduertion  schedules,  course  description  sumr, cries -and  procedures. 

PrmiH.c  n^rinUfr.irivi'  stiMiort  to  the  Information  Center  Branch.  As  such  will  be 


Proves  administrative  support  to  the  Inform, atiop  Center  Branch.  As  such  will  be 
expected  to  be  able  to  coordin;te  the  effort  of  the  Information  Center  St.tf,  maintain 
the  files  end  kece  the  Chief  informed  of  cny  fretors  that  would  effort  t‘ *•  eifirierev 
I!,  Ir  ft  nation  Center.  _  _ _ 


na  FORM  fill  I  u  V.f  „  f  E  D  :  '  M  '  '  TH  r  ■  OHM  'TA>  r:  USE  D  9HI  C.  *•  —  .-,  m.H  -  -  i  i  ■ -M  •  M 

DA,  j  n  7f  374 
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Delivers  and  installs  terminals  and  printers  for  customers.  Sets  up  the  equipment  and 
performs  operational  test  to  ensure  the  equipment  is  properly  connected  and  ready  to 

use . 

la  the  VIABLE  Computer  Based  Instruction  (CB1)  coordinator.  As  such  will  be  required 
to  coordinate  directly  with  the  Regional  Data  Center  in  Washington,  D.C.,  to  reBol ve 
any  training  problem  that  should  arise.  Training  Riven  on  the  VIABLE  terminal  self 
paced  instruction.  Coordinate  with  security  for  passwords.  Work  with  RDC  to  make 

sure  passwords  arc  provided. 

llslrii  alns  an  on  line  lop  of  all  customer  requests  nnd  problems  for  all  systems. 
Err  trc..  tlr  cn  line  proh?  er  lopr  arc  sreurr!.  mid  up  to  drtc.  Alto  reviews  tin¬ 

ier.  K- :  any  r  cor  c  ur  r  lm;  problems  or  indicator;-.  ol  future  problems. 


Assist  the 
schccul  1  u  c  . 


customer  in  resolving  soy  problems  with  data  processing  services  or 


Kv 


r.  •*. 


m 


la  the  security  roensgor  for  the  Information  Center. 

ih.iiUiiis  tl.v.  DM  a  technical  librcry,  consisting  of  approximately  6U0  volumes,  to 
include  operations  manuals,  users  manuals,  and  technical  bulletins.  Maintains  and 
updates  an  on  line  index  of  current  library  holdings. 

Types  a  variety  of  correspondence  using  several  formats,  requiring  the  services  of  a 
qualified  typist. 

-  Performs  other  duties  as  assigned. 

••  Assignment  to  duties  other  tlun  those  described  above  for  a  period  in  excess  of  30 
d ay6  constitutes  a  misassignment  and  must  be  corrected  immediately  by  submission  of 
Standard  Form  52  to  cither  detail  or  permanently  eseign  the  employee  to  those  duties. 
Failure  to  follow  this  procedure  conotitutes  a  merit  system  violation. 


Factor  1.  Knowledge  Required  by  the  Position. 


550  Points 


A  wording  knowledge  of  data  processing  functions  and  principles  of  both  software  and 
hardware  Is  required  in  order  to  comprehend  the  customer '6  problems.  A  thorough 
knowledge  of  ell  functions  of  the  software  snd  hardware  i9  required  in  order  to 
determine  the  nature  of  the  customer's  problem  and  convey  to  the  customer  the  solution 
to  the  problem.  A  working  knowledge  of  production  processing  procedures  and  flow,  and 
knowledge  of  computer  equipment  utilizetion  options  for  processing  applications  is 
required  in  order  to  advise  the  customer  of  available  options  when  dntn  processing 
services  are  requested.  Knowledge  of  or  gnnir.ation  policies  ond  procedures  controlling 
the  jk-blgi.ciini  of  processing  priorities  to  accommodate  custoner  request  or  to  refer 
conflicting  priorities  to  specialists  Jor  lescl  t-.tion.  A  thorough  knowledge  of  the 
telccc:  manic  :tion  network  is  icqt.l  rod '‘ensure  tb.-t  the  correct  action  i«  *voV.<  d  to 
correct  t  ;v  problem.  Must  be  skilled  in  telephone  cormni  c  at  f  ons  nnd  under  s  t  and  the 
needs  of  t tic  customer.  Must  have  e  working  knowledge  of  office  procedures  in  order  co 
ensure  the  cfiieiencv  of  the  office.  Must  he  e  qualified  tvpirt. 


275  Points 


Factor  2.  Supervisory  Controls 

Works  tinder  the  general  guidance  of  the  Bronch^Chief ,  Information  Center  branch. 
Directorate  of  Management  Information  Systems.  Incumbent  Is  responsible  for 
accor.pl  lching  work  without  detailed  guidance  in  accordance  with  established  policies, 
basic  Guidelines,  and  system  documentation.  Supervisor  tnid  technical  support 
personnel  arc  available  to  provide  advice  and  assistance  as  required.  Completed  work 
is  review'd  in  teres  of  program  effectiveness  and  results  achieved. 

125  Points 

Factor  J  .  (nil  de  |  in 

Guideline:;  lor  recurring  worl.  are  contained  in  the  policies  of  the  Directorate  and  the 

vrri.-j  1  nr- 1  r  i.v  r  i  cts  of  the  h:-.  r\  tsor  .  !'.ai.u.  1  n:u!  ot  vr  records  r  air.: .  ft  .  tv  the 

*>  o'cA 

i  nee.,  t .  m  very  f'-coruisi:;  to  pio;;iar.  am;  oper  «.r  l syst»  incrcx-nt  nin-t  h<  esec  in 

order  to  determine*  which  should  he  need.  Jodnvnt  rrrt  be  used  by  the  lncirl'cnt  when 
presented  with  overlapinp,  conflicting  or  new  applications  problems. 

_  .  _  .  .  75  Points 

Factor  a.  Gonolexlty 


f  nr  h  pn  rlc  c  .1  )  i  ar;;i  res  c*  n:  i»'«*j  at.cr  o<  r  ;  rv  vni.-Mef-  tree*-  ;■  1 1  ••  •  r  v :  t  <  r.  on 

which  the  processing  w^s  being  done,  tne  application  iieing  used,  t/hicn  subchannel  and 
the  relative-  address  oi  the  terminal)  in  order  to  determine  the  nature  oi  tne  problem 
and  lo  determine  a  solution.  The  employee  must  be  able  to  determine  whet  is  to  be 
see  oitpl  i  shod ,  the  prloiity,  tnu  the  appropriate  method  to  solve  the  customers 
problems.  Ihc  employee  oust  be  able  to  determine  who  the  problem  gnoulci  be  referred 
to  st  the  second  level  If  the  incumbent  canno:  solve  the  problem,  work  must  be  done 
quick! y  and  efficiently  to  expedite  problem  solving. 

.  urr  75  Points 

factor  5.  ho on a  and  Effect 


The  purpose  of  the  work  is  to  provide  help  to  data  processing  customers  who  arc 

experiencing  problems.  The  work  involves  treating  a  variety  of  moderately  complex 

problems  and  coordination  with  vendor  technicians  to  aolve  those  problems.  Al6o 

coordination  must  be  made  with  various  agencies  in  order  to  solve  the  training 

problems  of  the  customers.  Accoupl isliment  of  the  work  affects  the  operation  of 
computer  eaulpment  snd  systems  used  throughout  the  Installation  on  three  data 
processing  telecommunication  networks.  All  Installation  Processing  Syirras,  VIABLE  and 
System  34  terminals,  duster  controllers,  communications  lines  and  printers  are  within 
the  scope  and  knowledge  required. 

,  „  25  Points 

Factor  0.  Personal  Contacts 

Contacts  are  with  co-workers,  customers,  vendor  representatives,  probl rn  coordinators 
at  other  government  install  ations,  network  controllers,  programmers,  .r.-  jvrts  and 
systems  programmers. 

5n  Points 

f'.-ttc:  7.  rVrpnsi’  of  Contacts 

•Jhe  rviority  ot  the  contacts  arc  for  tl.w  purpotv  oi  w.:chrn,»i ng  or  csi»l  aim  ,  .  ^ctud 

inrr.r-'tion  at-r  t-t  the  hardware  or  Miitvnr-  vr-d  :t  fort  hv,d.  Contacts  ar-  t  - 

up,  T.-tir..*  Prct-.,rr  a;»c  provide  ini  c  r:  at  :<  !«•:  the  purpure  ct  sol  vine  cu—o.-T 

eotur:  on*.  or  r-r  ft  were  r.njfunrt  :r.t  cr  tr  I  •  ’  r  rh  r  1  c  1  r” 

U  I  I  r  >•!;  j  r.g  ut*  ..  v.  .  :  t  . 
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Factor  H.  Physical  Demands  5  Points 

The  work  reouircs  moderate  physical  effort  for  lifting  of  CRTs  and  printers  for 
exchange.  Installation  will  be  required  on  n  moderate  basis. 

Factor  9.  Work  Environment  5  Points 

Work  is  in  an  office  fiettinr.  Travel  to  nl J  porta  of  the  installation  may  he  required 
for  terninnl  Installations  or  testing. 


DVARTMaXrr  os  the  army 

JOS  DESCRIPTION 

Wot  wss  sf  «**«  f#rm.  >m  CP*  iOl.  (Ms  pF—SNSht 

•  DCBFIR 

‘Jo." mb,  r  - 

86-374-T 

J  INSTALLATION  OR  HIAOOUARTEA*  OFFICE 

USAISC 

Fort  Hood,  TX 

S.  ORGANIZATIONAL  LOCATION  (Comp um  o»  PWIIMIIM  top,  omit, 

USAISC,  Automation  Division 

Information  Center 

Fort  Hood,  TX 

4  CITATION  TO  AFPLICABL*  stanoaro  ano  the  oate  of 

ISSUANCE 

OPM/PCS/FES,  GS-1712,  Oct  66;  Instructor 
CEC,  Oct  82;  GS-335,  Feb  80 

e.  title 

Training  Tn.^ri 

ructor  (ADPE  End -U ser) 

e.  fay  schedule 

CS 

1.  occ  code 

1712 

B  GRADE 

05 

».  fair  labor  standards  act 

□  exemft  Ononexempt 

10.  COMP  level 

EVALUATION  APPROVAL 


<fcr 


title  Pay  SCHEDULE  occ  code,  ano  graoe  of  this  job  have  been  fixed  in  accordance  WITH  official  POLICY 

*NDC«*OI  LEVEL  STANDARDS 

/  ^ 

-- ,  liW//— .  (fayis 

"  '  tfignatunl _  '(Dolt! 

jb#  CONTENT  APFROVAL  (COMfLCTK  ON  ORGANIZATION  COP Y  ONLY) 


a  i  CERTIFY  THAT  This  IS  AN  ACCURATE  STATEMENT  OF  THE  MAJOR  DUTIES  AND  MESFONSlBILITIES  OF  THIS  FOSITlON 
AND  iTS  ORGANISATIONAL  RELATIONSHIPS  AND  THAT  THE  FOSITlON  IS  NECESSARY  TO  CARRY  OUT  GOVERNMENT 
F  .  T  ;CNS  FOR  VYH.C  -  .  AM  PESPONSBlE  THIS  CERTIFICATION  IS  MADE  VVTH  THE  KNOWLEDGE  THAT  THIS  INFORMA 
T.;  is  TO  b  £  USED  FOR  STATUTORY  PURPOSES  RE  LAYING  TO  APPOINTMENT  AND  PAYMENT  OF  PUBLIC  FUNDS  AND  That 
false  0«  MISLEADING  STATEMENTS  MAY  CONSTITUTE  VIOLATIONS  OF  SUCH  STATUTES  OR  THEIR  IMPLEMENTING 
REGULATIONS 


'Signature  of  Ap proving  BupmUor) 


StDmft 


B  THIS  JOB  DESCRIPTION  WIT*  SUPPLEMENTAL  MATERIAL  IS  ADEQUATE  FOR  PURPOSE  OF  EVALUATION. 


t  PoaiHoytiaatiftrmHon  BptelolUl) 


ES  AN  ^RESPONSIBILITIES 

SUPE’WISORT  CONTROLS 


" Wolg) 


STATEMENT 


Receives  close  supervision  initially  consisting  of  continuous  guidance  and  instruction^ 
end  s  thorough  review  of  work  during  progress  and  upon  cmpletion.  As  training  pro¬ 
gresses  end  competence  ia  gained,  incumbent  is  permitted  to  function  with  increaaing 
freedom  from  supervision. 

MAJOR  DUTIES 

1.  Receives  training  in  performance  of  duties  and  responsibilities  set  forth  on 
attached  job  description  (Job  #  86-267  ).  Gradually  assumes  more  responsibility  and 
learns  to  perform  the  full  scope  of  the  position. 

Performs  other  duties  as  assigned. 

OTE:  Non-competitive  promotion  of  the  incumbent  of  this  position  may  be  effected 
provided  the  attached  description  ia  classifiable  to  its  present  title,  series,  coda, 
and  grade  level  at  the  time  the  incunbent  meets  the  following  requirements* 

e.  The  incumbent  is  performing  the  full  scope  of  the  major  duties  under  the 
nupervisory  controls  stated  in  the  attached  description. 

b.  The  inc\Tibent  meets  the  regulatory  qualification  requirements  for  prenotion. 
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>.  joe  number 


department  of  the  army 
JOB  DESCRIPTION 

P  O'  u  W  Ol  »  form,  IM  CPR  501  IK#  0ropOK#fM  , 

J  INSTALLATION  oh  headquarters  office 

HQ.  Ill  CORPS  AND  FORT  HOOD 
FORT  HOOD.  TX 


85-657 -T 


ISSUANCE 

0PM/ PCS/ FES  GS-335,  Keb  80. 


3  ORGANIZATIONAL  LOCATION  (Compute  on  orfe,„tl,on  gopy  OKI. 

DMIS 

FORT  HOOD,  TX 

5.  TITLE 

Computer  Assistant 

6  FAY  SCHEDULE 

7.  OCC  CODE 

B  GRADE 

_ Si 

335 

05 

'J  f  AIR  LABOR  STANDARDS  ACT 
□  EXEMPT  |0  NONE  X  E  MPT 

10  COMP  LI  Li 

TITL  £  PAY  sent  ;hjl£.  OCC  CODE.  AND  GRADE  OF  THIS  JOB  hav£  BEEN  FIXED  IN  ACCORDANCE  WITH  OFFICIAL  POL'C'i 
ANU  CH  Ulfc  u  .  U  STANDARDS 


z.  19  September  1985 

tSignalurr  I _ _ l/J.jlr) 

JOB  CONTENT  APPROVAL  ICO'tPLtTF  OX  ORCAXl/.  \TIOX  COPY  OX  L  Y  l 


a  I  CERTIFY  THAT  THIS  IS  AN  ACCURATE  STATEMENT  OF  THE  MAJOR  DUTIES  AND  RESPONSIBILITIES  OF  THIS  POSITION 
AND  its  OFGANI  6TI0NAL  Rf  LATiONShiFS  and  THAT  THE  POSITION  IS  NECESSARY  TO  CARRY  OUT  GOVERNMENT 
F  UNCT  IC.NS  f  OH  ■  H.C  H  l  AM  Fif  f  pr  NSISL  I  Th.S  C  E  R  T  I  F  I C  AT  I  UN  IS  I.' ADC  WITH  THE  Nf.OV.LlOGE  THAT  This  I N  F  0  R  V  a 
TiOI.  iS  TO  6i  i  :  D  F  OR  ST  AT~l\'  OR  >  PUP1  OSE  S  R  1  L  AT  IN  f  '  r  A  <  F  J  i  NT  Mi  N  ;  AND  PAYMENT  O'  rub  L  'C  f  UNDE  AND  That 
FALSE  OR  MIS.  E  ADiNG  Sf  ATEyENTS  MAY  CONSTITUTE  VIOLATIONS  OF  SUCH  STATUTES  OR  THEIR  IMPLEMENTING 
REGULATES  /  .  / 


7£7 


<£  \o  (* k-i _  19  September  1985 

/  (Signature  ol  Approving  Suptruitor)  .  (Date t 

6  THIS  JOB  DESCRIPTION  WITH  SUPPLEMENTAL  MATERIAL  IS  ADEQUATE  FOR  PURPOSE  OF  EVALUATION 

,/J  ,  /l  /7 


19  September  1985 

(Dot*) 


*  (Sig-tsiiur*  of  t'ouUon  C<«j»iF<co<ioo  5p#c«ati»0  (Dott) 

Yl  STATEMENT  OF  DUTIES  AND  RESPONSIBILITIES  UUtlfcS 

.Receives  training  In  performance  of  duties  set  forth  on  attached  job  description 
| (Job  (  85-656).  Gradually  assumes  more  responsibility  and  learns  to  perform  the  full 
scope  of  the  position.  The  training  status  of  the  Incumbent  has  the  following  Impact 
on  the  Factor  Level  Descriptions  of  the  attached  job  description: 

|  Factor  1 ,  Knowledge  Required  by  the  Position:  Level  -  Points 

'Incumbent  does  not  initially  perform  all  functions  or  utilize  the  full  scope  of  skills 
and  knowledge  required  at  full  performance  level.  _ 

|  Factor  2.  Supervisory  Controls:  Level  xj/2,  -  / 2jS  Points 

I  Supervisor  "Initially  provides  additional  guidance  and  instructions.  The  work  product 
is  subject  to  more  review.  As  training  progresses  and  competence  is  gained,  incumbent 
.is  permitted  to  function  with  increasingly  less  supervision. 

|  Factor(s)  .  Due  to  impact  of  the  above  and  training  status,  the  factor(s) 

fvaluate  tc  Level  -  Points  and  Level  -  _ Points  respec¬ 

tively.  Factors  3,  6,  7,  8,  9  and  are  not  redescribed  but  performance  may  be 
I  limited  durir.o  training  period.  Performs  other  duties  as  assigned.  NOTE:  Non-com- 
net  i  live  promotion  of  the  incumbent  of  this  position  may  be  effected  provided  the 
’ttached  position  is  correctly  classified  when  the  incumbent:  (a)  is  performing  the  ful 
i  scope  of  the  duties  at  the  factor  levels  described  on  attached  descriptions;  Ah!)  (b) 


meets  the  regulatory  qualification  requirements  for  promotion.  Assignment  of  duties 

*  V-  *  V  -  —  5  1...  I  "  *  I  I  .  .1  '  .  .  A  ,*  J  i  *  H  *  K  *  *  “  ^  F  .*  - 

v  • 1  :  Lit--,  u  .  UtiLI  ILCL  t  .  v  *  LJ  u  u  /  C  T  0.  c  -  -  f  .  v.  C  '  l  1  c.  l  T\  . .  . l  •  w  ■  c 

eric  o'  txceeoirc  30  cays  ccrsti  tutes  a  misassigr-ent. 
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Delivers  o n d  installs  terminals  and  printers  for  customers.  Sets  up  the  equipment  end 
performs  operational  test  to  ensure  the  equipment  it  properly  connected  end  ready  to 

use . 


r ' 

A 


A‘„ 


la  the  viable  Computer  Based  Instruction  (CBI)  coordinator.  As  such  will  be  required 
co  coordinate  directly  with  the  Regional  Darn  Center  in  Washington,  D.C.,  to  resolve 
d'ij  trr.lninc  problem  that  should  tnlsc.  Training  given  on  the  VlABLfc.  terminal  self 
paced  instruction.  Coordinate  with  security  for  passwords.  Work  with  RDC  to  make 

sure  passwords  arc  provided. 

Maintains  an  on  line  log  of  ;:1 1  customr  roquert;.  and  problems  for  all  system. 
Ecrirca  th.':  the  on  line  pro  I  or  1  ore  er.-  r.rcuxrLe  and  up  to  date.  A1 60  rc  views  the 
lop:  icr  any  ieoccu:  ring  probltr.r  or  indicators  of  future  problems. 

Assist  tt.i-  customer  in  resolving  any  problems  with  data  processing  services  or 

sc  he  did  inp  . 


*  s 


£ 

r;- 
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1  s  tl.u  socutity  m.'.njgrr  for  the  Information  Center. 

t .  ins  the  U'llS  technical  library,  consisting  of  approximately  600  volumes,  to 
incluJ.'  operations  manuals,  u6or6  manuals,  and  technical  bulletins.  Maintains  and 
updates  an  on  line  index  of  current  library  holdings. 

Types  o  variety  of  correspondence  using  several  formats,  requiring  the  services  of  a 
qualified  typist. 

-  Performs  other  duties  as  assigned. 


-  Assignment  to  duties  other  then  those  described  nbove  for  a  period  in  excess  of  30 
days  constitutes  a  misassiRnmcrt  and  must  be  corrected  immediately  by  submission  of 
Standard  Form  52  to  either  detail  or  permanently  assign  the  employee  to  those  duties. 
Failure  to  follow  this  procedure  conotitutes  a  merit  system  violation. 


Factor  1.  Knowledge  Required  by  the  Position. 


550  Points 


A  working  knowledge  of  date  processing  functions  end  principles  of  both  software  and 
hardware  is  required  in  order  to  comprehend  the  customer's  problems.  A  thorough 
knowledge  of  ell  functions  of  the  software  snd  hrrdware  is  required  in  order  to 
determine  the  nature  of  the  customer's  probleo  and  convey  to  the  customer  the  solution 
to  d-  problem,  A  working  knowledge  of  production  processing  procedures  snd  flow,  and 
knowledge  of  computer  equipment  utilisation  options  for  processing  appliertions  19 
required  In  order  to  advise  the  customer  of  avail  able  options  when  dnm  processing 
services  are  requested.  Knowledge  of  crgenir.ation  policies  nnd  procedures  controlling 
{Be  esKichnciit  of  processing  priorities  to  accon»jodJte  customer  request  or  to  refer 
conflicting  priorities  to  spec! n! i st c  Jot  trsol ution.  A  thorough  knowledge  tf  the 
uK..i._ti,iicraon  network  is  requi rcdpnnure  th-'t  the  correct  fiction  is  eve!  id  to 
!f,lv,r;  ty,f,  proM  er .  Must  be  skill  <-d  in  telephone  rtr.mmi  c  at  ions  and  under  st  .••nd  the 
t,frtd-3  of  the  customer.  Must  have  a  working  knowledge  of  office  procedures  in  order  to 
ensure  the  efficiency  of  the  office.  Must  he  n  qvrllfiru  typist. 
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Factor  2.  Supervisory  Controls 


275  Points 


Work*  under  the  penere!  guidance  of  the  Br nnch^'Chief  ,  Information  Loot  or  Branch, 
Directorate  of  Management  Information  System;.  Incunbent  la  rmpun«lUi>  lor 
aocor.pl  lRhing  vork  without  detail  <*d  guidance  in  ncrordsnre  with  established  policies, 
basic  c  tn  ^  1  i  no  6  ,  and  system  document  at  ion  .  Supervisor  end  technical  support 
prrfonn,  J  n;.>  available  to  provide  r.dvicc  rrni  .  Kslst.mcr  as  required.  Completed  \.'ork 
Is  ri".’i  in  term?  of  procr  ,.r:  oi  f  i  ct  i  voneas  ,'tio  results  rein  «■  vej  . 

125  Points 

F  rr  •;  *.-l  i 


(ut  lc!  i  i.r  recur  r  ;  nr  wor1  0:0  cent  >ii.ed  i :c«.  of  the  D1  r:  c  to:  *i  *  and  the 
v  or  i  1  r. ' 1 1  *v  t  )  ■■  n*  t  :  tic  '-u  .  ivi::>r.  ?*...•  :  .  1  •  r  1  '  •  r  r  •  c  or -l  r  ••  (.  !  v  t  >•- 

,  1  .  .  .'e  ■  ’•’•a- 

ire  i  >  ’  •  ;  .  «  .  Cut  v . .  •;  to  ):>•.:  '  >u  o,  ■  r .  :  ;  •  ,,-i  |ii.iiii;t  i>r*  t  t  ■<  o  „  .•  j 

order  tc  <Je : .  ;  re.  nr  w)  1  *'h  bl.ould  I  »•  used .  John  ■  •r.t  rn«t  b<-  u.=  <  d  bv  rt:<  jnce-lei.t  -ten 
piibentee.  witt;  over  i  .:;u  np  ,  coi.ll  lCling  or  i:i''  aup )  lent  ioi'6  pioblems. 

e  ,  _  ,  . ,  75  Points 

Factor  L  .  CornJcxitv 


k  ■  ■ .  t  .1  ,  1  ■ '  «  .  1 1  .  V  1  ■  t .  t  : .  e:  •  : . \  '  1  ,  l.e  t  (  e  1  • *  ,  ;  :  t  . ■  :  v .  :  «  :  I ■  1 1 

which  i.e  f  -.:a  Lci;.d  cci.e,  tue  eppi 1 cc lien  tx  -  ,.y  Uaco ,  whic.i  s  uDc  liatuei  end 

t  ho  rci  Uivi;  ujehuju  01  the  terminal)  in  order  to  ilcLciLir.c  the  return  oi  me  problvn 
and  to  determine  a  solution.  Ihc  employee  must  Le  able  to  determine  whet  is  to  bo 
5ccu-:d  J,  the  prioiity,  -no  tlio  api  re.)  r  . .  tc  uicati  to  solve  the  c  113  toners 
probl. li;t.  employee  oust  lc  cole  to  determine  who  tic  problem  *noui<i  Lc  ret  erred 
to  at  the  second  level  it  the  Incur., bent  ccnno:  solve  Lite  problem.  V»orl:  r.L6t  be  done 
qiuci;ly  onj  efficiently  to  expedite  problem  solving. 


Factor  5.  hcooe  and  L'ffcrt 


75  Points 


The  purpose  ot  the  work  is  to  provide  help  tc  c'.t.i  processing  customers  who  are 

experiencing  problems.  The  work  involves  creeling  a  variety  of  rsoder r.tuly  complex 

problems  ana  coordination  with  vendor  technicians  to  solve  those  problems.  Also 

coordination  oust  be  made  with  various  fluencies  in  order  to  solve  the  training 

problems  of  the  customers.  Accoupl  ishmont  of  tlie  work  nffects  the  operation  of 
computer  cauipnent  end  systems  used  throughout  the  Installation  on  three  data 
processing  telecommunication  networks.  Ail  Installation  Processing  Syirros,  VlAdl.E  and 
System  34  terminals,  cluster  controllers,  communications  lines  and  printers  are  within 
the  6cope  and  knowledge  required. 


Factor  6.  Personal  Contacts 


25  Points 


Contacts  are  with  co-workers,  customers,  vendor  representatives,  problem  coordinators 
at  other  government  installations,  network  controllers,  prurr nmr.er s ,  cr.rj  vr.ts  and 

s  v  5  C  oLb  p  r  o  r  «l*  riy.*  r  b  • 

50  Points 

Facto:  7.  rirt'Ci^f*  of  Center*,  . 


flic  n.-loritv  01  the  contacts  are  for  t liu  pui  po:  of  e.'.chrnj'.i np  or  c'l-la!  um  1-ctu.J 
1  ni  orr  ;  1 1  o*i  eb<  it  the  J.arovare  or  sol  twere  u- ,d  ot  Fort  hood .  Contacts  are  to  osre-.s 
cp,  r.  t  1-  |  ret;  .-nr,  .ec  provi*  .  infer;  lor  the  pv:»|c-s«  <  i  m  Ivirr  rm,-**! 

,C, nr  s*. :  ware  r„l  1  tc.1  f  ion-  or  tc  F  *  It  l  he  cu;  tone  r  th.t  1  *•  1-  .•  :*  •:  "  :  »J' 
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Factor  8.  Physical  Demands  5  Points 


The  work  reauircs  noderate  physical  effort  for  lifting  of  CRTs  and  printers  fo. 
exchange.  Installation  will  be  required  on  n  moderate  basis. 

Fnctor  9.  Work  Environment  5  Points 

Work  is  In  an  office  setting.  Travel  to  nil  r^rtR  of  the  installation  mv  h.  required 
for  terr.inal  installations  or  testing. 


DEPARTMENT  OF  THE  ARMY 
JOB  DESCRIPTION 

tai  uw  ol  IWrt  lot.n  m  CI*H  SOI .  1l«n'»p«ntn|  <}oni«  it  OCSI’En 


I.  JOB  NUMB t 


?  IS',ULI.A1  ION  OR  MkAOJUAKl  I  HS  OF  FlCE 


HQ  FORSCOM 


4  Cll  AT  ION  TO  APPLICABLE  STANDARD  AMD  THE  DATE  OF 
ISSUANCE 


3  ORGANIZATIONAL  LOC AT  ION  ICnmplt  Ir  on  tttgonitvlinn  ropy  only , 


DCSIM  Management  Division 
HQ  Support  Branch 


5  title 


_ Management  Analyst 

»  PAY  SCHEDULE 


».  F  AIR  LABOR  STANDARDS  ACT 

_ □  EXEMPT _ □  NONEXEMPT 

EVALUATION  APPROVAL 


ho.  comp  level 


TITLE.  PAY  SCHEDULE.  OCC  CODE.  AND  GRADE  OF  THIS  JOB  HAVE  BEEN  EIXEO  IN  ACCORDANCE  WITH  OFFICIAL  POLICY 
AND  GRADE  LEVEL STANOAHDS 


; _  JOB  CONTENT  APPROVAt  I  CO  V  PL  T.  IK  OX  IHCAM/.ATION  COPY  OKLY) 

*.  ;  _L«Ti.  i»  .4  A:.  ACCURATE  SI  Al  EMENT  OF  TH«  MAJOR  DUTIES  AND  RESPONSIBILITIES  OP  THIS  POBl. 'ION 

AND  ITS  ORGANISATIONAL  RELATIONSHIPS  ANO  THAT  THE  POSITION  IS  NECESSARY  TO  CARRY  OUT  GGkVf  RNMENT 
f  UNCT  IONS  E  OR  WHICH  I  AM  RESPONSIBLE.  THIS  CERTIFICATION  IS  MADE  WITH  THE  KNOWLEDGE  THAT^MlS  INFORMA¬ 
TION  .S  TO  BE  USED  FOR  STATUTORY  PURPOSES  RELATING  TO  APPOINTMENT  AND  PAYMENT  OF  PUBLIC  FUNDS  AND  THAT 
FALSt  OR  MISLEADING  STATEMENTS  May  CONSTITUTE  VIOLATIONS  OF  SUCH  STATUTES  OR  THEIR  IMPLEMENTING 
REGULATIONS. 


_ _ iSigna  fu  nr  nf  Approving  Supervisor)  lOnlr 

“  '^lS  JO*  DESCRIPTION  with  SUPPLEMENTAL  MATERIAL  IS  ADEQUATE  FOR  PURPOSE  OF  EVALUATION. 


'Sift •olvrr  of  Position  CUissifimtion  Speetelult _  (Dole) 

IJ.  S1A1EMINT  OF  DUTIES  ANO  RESPONSIBILITIES  ' 

m.'T  I_ES  : 

Itu  primary  purpose  of  this  position  is  to  serve  as  o  Management  Analyst  in  the  DCSIM, 
Headquarters  Support  Branch  with  responsibility  for  conducting  management  appraisal 
surveys  or  studies  of  activities  and  functions,  providing  management  advisory  services 
to  operating  officials  and  staff  members  and  translating  the  results  of  these  surveys 
and  studies  into  automated  solutions  using  word  processing  and  ADPE  technology  to 
i-cumplish  the  mission.  Incumbent  has  responsibility  for  monitoring  projects  involving 
tin.'  development,  analysis  and  evaluation  of  automated  equipment  as  part  of  integrated 
svsterr.s  throughout  the  headquarters  staff.  Examines  the  establishment  and  continual 
implementation  of  automated  office  systems  as  they  affect  the  administrative  aspects 
of  the  functional  user.  Management  analysis  techniques  are  used  to  provide  staff 
direction  over  information  processing  systems. 

--Applies  a  substantive  knowledge  of  automated  systems  to  .review  and  analyze  FORSCOM 
information  management  practices  and  policies  and  insure  thorough  integration  of 
selected  Information  Resources  functional  systems  in  support  of  the  FORSCOM  mission. 
Development  of  comprehensive  information  systems  management  policies  and  procedures  which 
integrate  automated  office  information  systems,  ADPE,  records  management,  reports 
management,  and  forms  management  into  a  cchesive,  coordinated,  and  cost  effective  system. 


— Ensures  proposals  are  consistent  with  long  range  objectives  of  the  Information 
Systems  Master  Plan  (ISMP)  and  approved  policy  and  guidance  which  provide  for 
uniform  practices  In  the  management  of  the  Information  resource. 

— Asesses  current  and  future  technology  trends  in  Information  management  and 
provides  assistance  and  guidance  to  FORSCOM  activities  in  the  Incorporation  of 
these  technologies  into  master  planning  efforts.  Analyzes,  evaluates,  and 
recommends  the  use  of  potential  use  of  advanced  automation  technologies  in  the 
implementation,  management,  and  control  of  the  headquarters  program.  Conducts 
cost  benefits  analysis  of  available  office  information  systems,  operational 
trends  and  services,  and  technological  advances.  Reviews  and  evaluates  systems 
proposals  and  determines  acceptability  in  relation  to  records  management 
criteria,  cost  effectiveness  and  improved  efficiencies  for  application  of 
technologies  for  information  processing. 

— Identifies,  develops  and  prioritizes  new  requirements  for  implementation  of 
automated  systems.  Recommends  changes  to  existing  systems  and  administrative 
procedures.  Establishes  milestones  and  provides  status  reports  to  monitor 
development  of  systems.  Designs  or  assists  in  the  design  of  new  systems  to 
including  communications  requirements.  Works  with  systems  specifications  from 
the  users  which  define  how  the  system  is  organized,  the  number  and  kinds  of 
record  and  files  necessary  and  procedures  to  obtain  and  organize  the  required 
information  and  specific  data  elements  to  be  used. 

— Serves  as  management  specialist  on  independent  assignment  or  as  a  team  member 
in  coordination  with  computer  specialist,  equipment  analysts  and  systems  analyst 
to  Integrate  word  processing  systems,  microprocessors,  communications  and  other 
technology  into  the  overall  information  processing  system  for  the  headquarters. 

FACTOR  1.  Knowledge  Required  By  the  Position.  Level  1-7  1250  points 

Extensive  knowledge  of  administrative  systems,  procedures  and  approval  processes 
is  required.  This  includes  stand-alone  word  processing  Bystems,  large  office 
information  systems  of  the  shared  logic  and  distributed  resources  variety, 
personal  computers  and  their  interface  capabilities  with  other  automated  systems 
and  mainframes.  Knowledge  of  communications  protocols  and  systems  capabilities 
is  necessary  to  assist  in  the  design  of  local  area  networks.  Knowledge  of 
management  analysis  techniques  and  the  conduct  of  feasibility  studies  is 
required  to  identify  administrative  work  processes  in  the  office  environment  and 
provide  recommendations  for  automated  solutions  to  reduce  administrative 
workloads. 

FACTOR  2.  Supervisory  Controls.  Level  2-4  450  points 

The  supervisor  defines  the  employee's  area  of  responsibility  in  terms  of  general 
priorities  and  overall  mission  requirements.  Consideration  are  given  to  the 
recommendations  of  the  employee  concerning  needs  and  problems  in  the  area  of 

.  The  employee  is  responsible  for  planning  and  carrying  out  special 
projects  in  the  assigned  areas.  Responds  to  crisis  troubleshooting  calls  and 
coordinates  work  with  the  data  processing  activity,  vendors  and  functional 
personnel  as  required.  Work  is  reviewed  in  terms  of  effectiveness  in  meeting 
system  requirements  and  timely  solution  of  problems  that  are  required  by  the 


irinvnim  ‘ 
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user.  Supervisor  is  kept  informed  of  progress,  controversial  matters  or  those 
with  far-reaching  implications. 

FACTOR  3.  Guidelines  Level  3-3  275  points 

Agency  automation  standards  and  policies,  and  vendor's  technical  literature  are 
available.  The  employee  must  anticipate  problem  areas  and  consider  trends  in 
workload  and  effect  proposed  changes  on  long  range  automation  plans  and  policy. 
The  changes  in  the  applications  are  impact  significantly  on  system  software. 

FACTOR  4.  Complexity  Level  4-4  225  points 

The  work  consists  of  a  wide  variety  of  activities  within  the  system  software 
speciality  area  and  development  of  procedures  that  constitute  considerable 
departure  from  established  practices  in  applications  systems  design  and 
programming  techniques  at  the  installation.  Concern  is  with  essentially  all  the 
stages  in  automation  projects,  from  advising  potential  users  of 
products/services  possible  with  the  operating  systems  through  devising 
evaluation  criteria  for  the  overall  functioning  of  the  systems.  Many  factors, 
new  peripherals,  response  time,  etc.,  require  a  depth  of  analysis  due  to 
continuing  changes  in  application  program  requirements  and  demands  from  the 
users  accessing  the  data  base.  The  work  requires  developing  new  information 
upon  which  to  base  future  modification/redesign  efforts,  and  extensive 
coordination  with  both  ADP  and  user  management. 

FACTOR  5.  Scope  and  Effect  Level  5-3  150  points 

The  work  involves  formulating  projects,  establishing  and  modifying  design 
criteria,  and  advising  on  system  software  characteristics  and  use.  The 
individual  functions  as  a  management  consultant  in  the  systems  software  and 
application  development  areas.  Develops  guidelines  throughout  HQ  FORSCOM  to 
insure  security  techniques  are  implemented  to  adequately  protect  classified  data 
in  a  teleprocessing  environment. 

FACTOR  6.  Personal  Contacts  level  6-3  60  points 

Contacts  often  take  place  with  equipment  and  system  software  vendors  as  well  as 
functional  users,  ADP  and  information  management  personnel  at  higher 
headquarters . 

FACTOR  7.  Purpose  of  Contacts  Level  7-2  50  points 

Purpose  of  contacts  is  to  plan,  coordinate  or  advise  on  work  efforts  or  to 


resolve  problems. 

FACTOR  8.  Physical  Demands 

Level  8-1 

5  points 

The  work  is  sedentary. 

FACTOR  9.  Work  Environment 

Level  9-1 

5  points 

The  work  is  performed  in  a  typical  office  setting. 


DEPARTMENT  Of  THt  ARMY 
JOB  DESCRIPTION 

*  Q'  •<  tHit  lo* CPO  SOI  ,  ih«  pionoixnl  #g«iKv  •%  Of  SPE  n 


IN'jUUMiONUK  HUDOUAfl  II  Hi  Lit  F  ICC 


<  JOUNU'/r:Ull 


HQ  FORSCOM 


•  CH  ATION  to  APPLICABLE  STAMOARO  AMO  THE  DATE  Of 
ISSUANCE 


J  UHUAH  I  .  J.T  IOMAL  LOL  A  1  lON  IC«»*"if#Jrfr  wit  urgent.  mli/in  tt<py  o»,  l> 

DCSIM  Management  Division 

HQ  SUPPORT  BRANCH 

Ft.  McPherson,  GA  30330 


(6  PAY  SCH.OULC 


*  F AIR  LABOR  STANDARDS  ACT 
_ _ _ _____  □  EXEMPT  UnONEXEMPT 


_  EVALUATION  APPROVAL 


TITLE.  PAY  SCHEDULE.  OCC  CODE.  AMO  GRAOE  OP  THIS  JOB  HAVE  BEEN  f  IXCD  IN  ACCORDANCE  WITH  OFFICIAL  fm  irv 
AND  GRAD*  LEVEL  STANDARDS 


_  _ , _ _ Uiflif  I _ 

1  _  JOB  CONTENT  APPROVAL  iCUI  /'ttl  A  O  V  VltCAMAATlOS  COI’Y  UA'tVl 


I  CtATifY  THAT  -.HIS  .SAN  ACCURATE  Si  AIEMENT  OF  THE  MAJOR  DUTIES  AND  R  c  APONSiBi  LIT  It  S  OF  T  HlS  POS*  .‘ION 
AMO  ITS  ORGANIZATIONAL  RELATIONSHIPS  AND  THAT  The  POSITION  IS  NECESSARY  TO  CARRY  OUT  CQvr  RNMENT 
FUNCTIONS  FOR  WHICH  I  AM  RESPONSIBLE  THIS  CERTIFICATION  IS  MADE  WITH  THt  KNOWLEDGE  Tma/thiS  INFORMA 
Tion  IS  TO  BE  USED  FOR  STATUTORY  PURPOSES  RELATING  TO  APPOINTMENT  AND  PAYMENT  OF  PUBLIC  FUNDS  AND  THAT 

false  or  misleading  statements  may  constitute  violations  op  such  statutes  or  their  implementing 

REGULATIONS 


_  *S|«HH Nw  nt  Apprvnnt  S»prn>uurl  IDali 

«,  THIS  JOB  DESCRIPTION  WITH  SUPPLEMENTAL  MATERIAL  15  A010UATC  FOR  PURPOSE  OF  EVALUATION 


_ _  pijiHlnir  «F  ra»ir«...  CluaiifiemtUm  Sprtiolail  m.,.. 


li  STATEMENT  Of  DUTIES  AND  RESPONSIBILITIES  ——————————— 

Server,  as  Chief,  HQ  Support  Branch,  responsible  for  providing  technical  and 
administrative  assistance,  consulting,  analysis,  and  training  in  the  use  and 
functions  of  information  processing  systems,  specific  software  packages  and 
other  available  products  to  solve  information  requirements  at  all  levels  cf 
management  and  decision  making  within  HQ  Forces  Command.  Supervises  10-12 
lower  graded  employees  consisting  of  computer  specialists,  management 
analysts,  systems  analysts  and  equipment  analysts.  Administers  and  monitors 
ADP  and  WPE  contracts  in  support  of  HQ  FORSCOM.  Responsible  for  all  ADP 
WPE  contract  renewals,  including  software,  hardware,  and  maintenance 
agreements  for  the  HQ.  Maintains  a  complete  inventory  of  all  accountable 
ha-dware,  ( ADPE  and  WPE)  for  HQ  FORSCOM.  Support  provided  makes  data  readily 
available  for  decision  making  without  a  formal  project-  development  and  lone 
range  schedule  required  to  develop  a  system.  (2  3",) 

--Acts  as  advisor  to  the  Division  Chief,  DCSIM  and  staff  on  Information  Center 
concepts,  ADP  and  WPE  contracts  and  total  information  processing  support. 
Provides  technical,  administrative,  consultant,  analyses,  and  training  cuppr' ' t 
to  the  FORSCOM  General  and  Special  staff  on  the  use  of  the  Information  Center 
software  and  hardware.  (151) 


da;,: 


rni  vious  editions  of  this  t orm  may  be  usiu 
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— Evaluates  new  concepts  and  technology  affecting  the  accumulation  and 
dissemination  of  data  to  solve  Information  needs  throughout  the  headquarters. 
Provides  technical  assistance  on  the  use  of  equipment,  software  and  data 
generation  as  it  relates  to  gathering  data  for  problem  resolution.  Performs 
studies  on  the  latest  ADP  techniques,  technology,  and  contracts  used  In  DOD, 
other  Federal  agencies,  state  and  local  governments,  and  the  private  sector. 
Evaluates  vendors'  software  and  hardware  and  makes  recommendations  on  Its 
adoption  as  techniques  to  solving  immediate  Information  needs.  Consults  with 
users  of  the  Information  Center  to  formulate  the  best  approach  to  solving  their 
problems,  through  available  software  and  hardware.  Analyzes  Information 
processing  requests  from  the  user  to  determine  the  best  suitable  solution. 
Conducts  formal  management  surveys  as  required  to  validate  requirements. 
Evaluates  resulting  analyses  and  problem  definitions;  considers  relationships  to 
other  systems  and  software  efforts  planned  and  makes  recommendations  as  to  the 
most  appropriate  action  in  obtaining  the  desired  results.  (15%) 

— Serves  on  various  groups  and  committees  with  respect  to  the  Information  Center 
and  ADP  and  WPE  capabilities  and  limitations.  Coordinates  with  DOD,  DA,  other 
Federal  agencies,  and  industry  on  concepts  and  technology  affecting  the  ^ 
Information  Center's  ability  to  respond  to  requests  for  data  and  decision  making 
routines  and  reports.  Trains  users  on  how  to  gain  access  to  the  software 
packages  and  how  to  use  them  to  solve  their  problems.  Trains  users  in  skills  of 
problem  solving  and  evaluation  solutions.  Provides  Consultant/Analyst  expertise 
in  the  use  and  knowledge  of  the  other  packages  available  on  personal  computers, 
word  processors,  and  large  scale  mainframes.  (10%) 

— Plans  work  and  sets  priorities.  Assigns  work  to  subordinate  based  on 
priorities,  developmental  needs,  capabilities  and  assignment  requirements. 
Develops  performance  standards  and  evaluates  employees'  work  performance. 
Provides  advice  and  counsel  to  subordinates  on  both  work  and  administrative 
matters.  Approves  normal  leave  requests.  Rears  and  resolves  complaints  from 
employees,  referring  more  serious  complaints  to  next  level  supervisor.  Effects 
minor  disciplinary  measures.  Identifies  developmental  and  training  needs  of 
employees.  (35%) 
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11  statement  of  duties  and  responsibilities  1  ■  ■ 

DUTIES: 

T1»e  primary  purpose  of  this  position  is  to  perform  duties  as  3  Computer  Systems 
Analyst  in  the  DCSIM  Headquarters  Support  Branch.  Serves  as  a  technical  specialist 
on  independent  assignment  or  as  a  member  of  a  team  responsible  for  technical 
assistance  and  support  in  the  application  of  automated  data  processing  and  office 
automation  technology  for  the  Headquarters  FORSCOM  staff. 

--Conducts  analysis  of  requests  for  automation  of  manual  systems  or  changes  to 
existing  systems.  Coordinates  with  functional  area  specialists  to  obtain  comments, 
recommendations,  etc.,  to  ensure  compatibility  with  existing  systems.  Coordinates 
with  other  specialists  to  determine  resources  required  to  accomplish  the  project. 
Participates  in  systems  development  projects  which  have  FORSCOM-wide  application. 
Recommends  those  which  are  candidates  for  Armywide  application  and  provides  guidance 
for  standardization  of  those  systems.  Participates  as  a  team  member  with  computer 
specialists,  management  analysts  and  equipment  analyst  with  responsibility  for  com¬ 
puter  systems  identification,  design,  development  and  acquisition  functions. 
Participates  in  organizing  and  scheduling  projects,  and  assists  activities  in 
solving  operator /systems  problems.  (50  ) 


PREVIOUS  tOlTION^OF  ^HlS  FORM  MAY  BE  USED 


— Performs  systems  analysis  of  user  requirements,  using  knowledge  of  ADPE 
resources  and  office  automation  technology  to  plan  and  project  Integration  of 
word  processing  and  ADP  systems.  Prepares  feasibility  studies,  economic 
analysis  and  budget  and  cost  estimates  for  project  accomplishment.  Plans  for 
and  designs  telecommunications  networks  and  establishment  of  local  area  networks 
within  staff  agencies.  Evaluates  hardware  and  software  to  optimize  systems 
capabilities  and  provides  technical  advice  to  users  on  development  and 
modification  of  systems  application.  (30/ ) 

— Recommends  overall  organizational  improvement  in  areas  where  ADP  techniques 
can  be  applied.  Develops  prepares  and  submits  report  to  monitor  the  progress 
and  performance  of  the  systems.  Prepares  complex  system  specification  and 
provides  project  direction  and  controls  within  the  project  specifications. 
Participates  in  projects  standardization  in  coordination  with  higher 
headquarters.  Develops  procedures/models  as  guides  for  functional  users  to 
request  automation  support  from  the  DCSIM.  Develops  or  revises  standards 
operator/aystems  training  materials  to  satisfy  user  training  requirements.  (15°:) 

--Conducts  studies  of  proposals  for  automation  Initiated  by  the  staff. 
Collaborates  with  other  specialists  for  solutions  to  automation  objectives  to 
Include  data  input/output  techniques  and  administrative  procedures.  (  5%) 

FACTOR  1.  Knowledge  Required  by  the  Position 

Knowledge  of  agency  ADP  standards,  policies,  and  authorized  system  design 
approaches,  as  well  as  microprocessor  and  word  processing  applications; 
knowledge  of  the  subject  matter  work  processes  and  terminology  in  the  assigned 
area;  and  a  familiarity  with  precedents  and  alternative  automation  approaches 
functioning  in  comparable  organizations  with  similar  missions;  all  the  foregoing 
to  plan  and  carry  out  studies  to  advise  on  the  merits  of  proposed  projects 
before  the  final  decision  to  automate  and  to  provide  staff  advisory  services  to 
functional  users.  Knowledge  of  structure  and  work  processes  involved  in  other 
subsystems  so  as  to  recognize  probable  conflicts.  Skill  at  relating  aspects  and 
parts  of  a  project  or  proposal  to  the  overall  needs  of  the  organization  in  order 
to  guide  group  efforts  in  accomplishing  projects  or  making  decisions  on 
proposals.  Knowledge  of  standard  practices  employed  by  applications  programmers 
in  order  to  anticipate  programming  difficulties  in  alternate  design  strategies. 

FACTOR  2.  Supervisory  Controls 

The  supervisor  furnishes  general  instructions  as  to  the  scope  of  particular 
projects  in  the  assigned  area  of  responsibility.  The  employee  reviews  proposals 
and  advises  the  supervisor  on  estimated  time  and  staff  requirements,  along  with 
any  exceptional  project  characteristics  that  may  affect  the  supervisor's 
decision  regarding  priorities,  assignments  to  particular  team  members,  possible 
shifts  of  resources,  or  formation  of  special  purpose  teams.  The  employee  plans 
and  organizes  the  projects,  coordinates  team  or  group  efforts  and  provides 
technical  advice  where  problems  arise.  The  employee  clears  with  the  supervisor 
approaches  that  have  potential  policy  impact.  Completed  work  is  reviewed  for 
ita  effectiveness  in  meeting  user  requirements,  accuracy  of  estimated  timeframes 
and  projected  problem  areas,  and  achievement  of  harmonious  relationships  in 
coordinating  the  project  with  other  groups. 
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FACTOR  3.  Guidelines 


Guidelines  consist  of  agency  ADP  standards  and  policies,  precedent  system 
designs,  and  user  procedures-^handbooks,  regulations,  and  directives.  Data  for 
automation  studies  often  requires  development  of  special  information  sources  in 
order  to,  for  example,  resolve  differences  in  findings  by  group  members.  Often 
staff  visits  are  required  to  provide  advise,  observe  work  processes,  and  develop 
alternative  procedures  in  coordination  with  user  representatives,  and/or 
counterparts  in  other  staff  agencies.  Trends  in  workload  and  effect  of  proposed 
changes  on  long  range  ADP  plans  and  policy  in  the  applications  area  typically 
must  be  taken  into  account.  In  many  instances,  no  guidelines  are  available 
since  applications  may  be  result  of  new  technology  and  changing  mission 
requirements.  In  these  cases  employee  is  expected  to  be  innovative  in 
developing  the  applications  and  establishing  procedures  that  may  eventually  be 
incorporated  in  policy  statements  and  local  directive. 

FACTOR  4.  Complexity 

The  work  involves  several  of  the  stages  in  application  projects  to  Include 
studies  preliminary  to  the  final  decision  to  automate.  The  work  concerns 
complex,  multiple  user  systems,  and  involves  the  maintenance  and  modif ifation6 
of  existing  systems  as  well  as  the  development  of  new  systems.  Variations  in 
approach  must  be  considered  and  programming  specifications  developed  which  will 
facilitate  lacer  modif icatior. .  The  rapidly  changing  technology  requires  an 
unusual  depth  of  analysis  to  satisfy  the  uects  requirements  and  the  emergence  of 
the  microprocessors  as  the  universal  workstation  requires  creativity  and 
considerable  Judgement  in  determining  the  most  cost  effective  and  efficient 
automated  solution  to  the  problem.  Project  timetables  and  schedules  are 
required  to  integrate  the  work  of  others  and  provide  a  basis  from  which  to  brief 
the  supervisor  on  accomplishments. 

FACTOR  5.  Scope  and  Effect 

The  work  primarily  involves  a  variety  of  probjems  relating  to  efficiency  of  data 
processing  in  the  assigned  area,  formulation  of  substantial  revisions  to 
systems,  and  establishment  of  programming  specifications  and  test  plans  where 
numerous  alternatives  must  be  evaluated.  The  work  affects  operation  of  standard 
application  systems  used  in  various  organizations  throughout  the  staff. 

FACTOR  6.  Personal  Contacts 

Personal  contacts  include  those  with  employees  in  the  agency  but  outside  the 
immediate  organization,  such  as  user  representatives  or  field  personnel  engaged 
in  different,  i.e.,  non-ADP,  work  and,  on  occasion,  with  equipment  or  system 
software  vendors. 

FACTOR  7.  Purpose  of  Contacts 

Contacts  are  to  exchange  technical  information,  coordinate,  and  advise  on  work 
efforts.  Also,  there  is  a  need  to  informally  arbitrate  between  various  users  of 
Che  system  (who  frequently  request  modif icaitons  that  conflict  with  or 
necessitate  adjustments  to  procedures  of  other  users)  and  persuade  affected  user 
personnel  and  other  team  members  in  meeting  established  deadlines. 
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AND  US  ORGANIZATIONAL  At  L  AT  IONS  HI  PS  ANO  THAT  THE  POSITION  IS  NECESSARY  TO  CAHdS  OUT  GOVERNMENT 
*  onCHONS  »  OR  WHICH  I  AM  RESPONSIBLE.  THIS  CERTIFICATION  IS  MADE  WITH  Tut  KNOWLEDGE  THAT  THIS  INPORMA 
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lj  SIAliMENJ  OF  EJUTltS  AND  niSPONSIUILITIlS 

I ji i t leu:  The  primary  purpose  of  this  position  is  to  consult,  Lrain,  design  develop  and 
;.i,.viJe  technical  ass  i :.  t  uin  e  on  computers  anJ  computer  systems  through  the  In  format  ion 
(enter  (1C)  concept,  in  support  of  HI)  F0KSCOM  and  It  McPherson.  Chairs  end-user 
working  groups  through  which  new  requirements  will  lie  identified,  developed,  prioritize’ 
ind  implemented.  Advise  tin-  TOHSCOM  and  Ft  Mel’herson  stuff  ou  all  n-rtters  pertaining 
to  s\ st ema t i z lng  and  hardware  capabilities  fur  automated  word  processing  and  data 
I  r.  cessing.  Represents  the  DC.S1H  in  studies  of  proposals  for  automation.  Provides 
lnliiiie.il  information  so  that  subject  nutter  specialist  can  effectively  and  efficiently 
ir;, tribute  to  selection,  definition,  prioritizing  and  implementing  systems  and 
.epilations.  (2b) 


-i  oord  in.it  rs  and  c  oil  di.u  a  l  es  with  other  ADI’  specialist  as  well  as  6ubject  matt<r 
speiialists  in  the  design,  development,  and  iroplemental  ion  ol  systems.  (  r,  ) 

--Kcconmcnds  development  oi  changes  to  existing  systems  to  achieve  optimum  rc.  airs, 

including  development  of  new  systems,  changes  to  programs,  data  input /output 

t.  i  hniqu.  ;,  and  admiaist  i  .a  ive  ptocedures  based  on  changes  in  the  I  ni  orm.it  Ion  Center 

I  nv  i  renmi  at  ^  ^ 
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PARA  13.  Statement  of  Duties  end  Responsibilities  (contd). 


— Prepares  Information/Decision  briefings  for  FORSCOM  functional  6taff  and 
General  Officers. 


— Establishes  milestones  and  provides  status  reports  to  monitor  the  development 
of  systems. 

--Design  or  assists  in  the  design  of  new  systems.  Determines  the  programing 
language  to  be  used,  the  computer  on  which  the  program  will  execute  and  the 
computer  on  which  the  data  will  reside.  Also  determines  the  users  and 
communications  requirements  and  plans  accordingly.  Develops  high  level 
requirements  and  coordinates  with  subject  matter  specialist  so  that  functional 
specifications  clearly  identify  the  desired  end  results.  (157) 

— Develops  or  assists  in  the  development  of  new  systems,  or  modifies  existing 
systems  as  required.  Analyzes  and  implements  changes  and  dcvolops^cw 
applications  based  upon  functional  specification.  Works  with  systems 
specifications  from  chc  user  which  broadly  define  how  the  system  should  be 
organized,  the  number  and  kinds  of  records,  files  and  documents  necessary,  the 
procedures  to  obtain  and  organize  the  required  Information,  and  the  specific 
data  elements  to  he  used.  (157) 

--Provides  technical  assistance  and  training  on  helping  users  sign  on  the 
equipment,  installation  of  equipment  and  software.  Assist  the  users  to  gain 
access  to  the  packages  and  how  to  use  them  to  solve  their  problems  and 
evaluating  solutions,  how  to  use  features  of  the  packages  and  debugging  their 
own  work.  (307) 

— As  Acquired,  confers  with  supervisor,  other  analysts,  or  the  users  to  clarify 
requirements  to  obtain  additional  information  needed,  or  to  make  recommendations 
on  alternative  procedures. 

— Performs  other  duties  as  assigned. 


j- At  (Ok  l  -  Knowledge  Required  bv  the  Position 


Level  1-7 


1250  points 


Knowledge  of  overall  system  software  to  recognize  interrelationships  within 
assigned  area  of  responsibility.  Knowledge  of  data  base  concepts  to  envision 
problems  which  would  be  encountered  by  application  programmers  In  using  data 
base  structures.  Knowledge  of  analysis  and  design  techniques  to  develop  system 
software  modifications  and  enhancements.  Knowledge  of  agency  ADP  standards. 
Knowledge  of  state  of  the  art  ADPE  is  required  to  evaluate  new  requirements  and 
to  recommend  an  appropriate  configuration  to  satisfy  these  requirements  through 
conducting  studies,  attending  conferences  and  vendors  shows.  Knowledge  of 
i v lccommunlcn t ions  concepts  to  plan  and  support  interactive  and  distributed 
networks,  both  local  and  remote. 


•  ■.  I)  No.  386- eA 

PARA  13.  Statement  of  Duties  and  Responsib  1 1 i t J e .-.  (contd). 

FACTOR  2  -  Supervisory  Controls  Level  2  A50  polnta 

The  supervisor  defines  the  employee's  area  of  responsibility  lr,  term-.  <>!  general 
priorities  and  overall  mission  requirement s.  Cons  idei at lone  are  given  to  the 
recommendations  of  the  employee  concerning  needs  and  problems  in  the  arm  of 
assignment.  The  employee  is  responsible  for  plmning  and  carrying  out  special 
projects  In  the  assigned  areas.  Responds  to  crlc.is  troubleshooting  calls  and 
coordinates  work  witli  data  processing  activity  (Di'Al  personnel,  Computer  Systems 
Command  (CSC),  hardware  and  software  vendors,  and  fur.c:  iosa]  personnel  as 
required.  Work  is  reviewed  In  terms  of  effect iveress  in  meeting  system 
requirements  and  timely  solution  of  problems  that  sic  required  by  the  visor. 
Supervisor  is  kept  informed  of  progress,  controversial  matters  or  those  with 
iai-rcaching  implications. 

FACTOR  3  -  Guidelines  Level  3-3  2  75  points 

Agency  ADP  standards  and  policies,  and  vendor’s  technical  ilteialoitf  are 
available.  The  employee  must  anticipate  problem  oieas  and  consider  trends  in 
workload  and  effect  proposed  changes  on  long  rang,;  ADP  plans  and  policy.  The 
changes  in  the  applications  area  impact  significantly  on  system  software. 

FACTOR  4  -  Complexity  Level  4-A  225  points 

The  work  consists  of  a  wide  variety  of  activities;  within  the  system  software 
speciality  area  and  development  of  procedures  that  constitute  considerable 
departure-  from  established  practices  in  applications  systems  design  and 
programming  techniques  at  the  installation.  Concern  is  with  essentially  .nil  the 
stages  in  automation  projects,  from  advising  potential  users  cf 
produ^6/services  possible  with  the  operating  systems  through  devising 
evaluation  criteria  for  the  overall  functioning  of  the  systems.  Many  factors, 
new  peripherals,  response  time,  etc.,  require  a  depth  of  analysis  due  to 
continuing  changes  in  application  program  requirements  and  demands  from  the 
users  accessing  the  data  base.  The  work  requires  developing  new  information 
upon  which  to  base  future  modif  ication/redc-sign  efforts,  and  extensive 
coordination  with  both  ADP  and  user  management. 


FACTOR  5  -  Scope  and  Effect  Level  5-3  150  points 

Tha  Work  involves  formulating  projects,  establishing  and  modifying  design 
criteria,  and  advising  on  system  software  characteristics  and  use.  The 
individual  functions  as  a  consultant  in  the  systems  software  and  application 
development  areas.  Develops  guidelines  throughout  HQ  FORSC.OH  to  insure  APT 
security  techniques  are  implemented  to  adequately  protect  classified  data  in  n 
teleprocessing  environment. 

FACTOR  6  -  Personal  Contacts  level  6-3  60  points 

In  addition  to  contacts  within  the  DPA  and  HQ  FORSCGM/Fort  McPherson  functional 
elements,  contacts  often  take  place  with  equipment  and  systems  software  vendors 
as  well  as  other  DPA’s  and  computer  personnel  of  Computer  Systems  Consnand. 
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PARA  13.  Statement  of  Duties  and  Responsibilities  (contd). 

FACTOR  7  -  Purpose  of  Contacts  Level  7-2  50  points 

« 

Purpose  of  contacts  Is  to  plan,  coordinate  or  advise  on  work  efforts  or  to 
resolve  problems. 

FACTOR  8  -  Physical  Demands  Level  8-1  5  points 

The  work  is  sedentary. 

FACTOR  9  -  Work  Environment  Level  9-1  5  points 

The  work  is  performed  in  a  typical  office  setting. 


TOTAL  POINTS  2A70 
CS-11 
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OEPARTMEN1  OF  THt  ARMY  1  JOB  H 

JOB  DESCRIPTION 

►  of  th<*  lonn ,  i««  CPD  JjO?.  tf'c  (u orOn*n  i  i<JfRcv  >f  DCSPF  R 

T  ION  OR  Hfc  AD QUARTERS  OFFICE  1  3  QHoANlZAT  IQNAL  LOCATION  on  ufjoai.ali-in  rw»%  r.»iR 


12  INSTALLATION  OR  HEADQUARTERS  OFFICE 

HQ  US  ARMY  FORCES  COMMAND 


DCSI/M,  MANAGEMENT  DIVISION 
HQ  SUPPORT  BRANCH 


CITATION  TO  APPLICABLE  STANDARD  AMO  THE  OATf  Of  |5  TITLE 


COMPUTER  EQUIPMENT  ANALYST 

6  Pa  T ftCMEOULE  f 7  Or^<A)C  fc  1 


9  Fair  labor  standards  act 
□  exempt  □  NONE Xf MPT 


ho  COMF  LE  VE  L 


EVALUATION  APPROVAL 

TITLE,  pay  SCHEDULE.  OCC  CODE.  AND  GRADE  of  this  JOB  have  BEEN  FIXED  in  ACCORDANCE  ^.Tm  OFFICIAL  POLICY 
AND  GRADE  LEVEL  STANDARDS 


(Signature )  tbotrf 

?  JOB  CONTENT  APPROVAL  (COh'f'Lrjt  O  V  <KGA  Sl/.A  TlO  V  COPY  OV.  >’/ 

a  I  CtRTiF  V  THAT  \  HIS  «S  AN  ACC  U  Ft  AT  E  S.AIfV.ENTOF  ThE  MAJOR  OUT  ItS  AND  PcAPOnS  ~  «L  n  ifSOr  T  i  S  POSI  .'ION 
AND  'TS  ORGANIZATIONAL  RE  LATIONSHIPS  AND  THAT  Th£  POSITION  IS  NECESSARY  TO  CARP  v  OUT  GOVF^nMENT 
FUNCTIONS  FOR  WHICH  I  AM  RESPONSIBLE.  THIS  CE  RT I F  »C  A  T  •  ON  IS  MADE  WITH  THE  KNOWLEDGE'  THAT  ThjS  INF  OHM  a 
TlON  IS  TO  BE  USED  FOR  STATUTORY  PURPOSES  RELATING  TO  APPOINTMENT  AND  PAYMENT  OF  PJBt  >C  FUNDS  AND  THAT 
FALSE  OR  MISLEADING  STATEMENTS  may  CONSTITUTE  VIOLATIONS  of  SUCH  STATUTES  or  T*-fc  .R  IMPLEMENTING 
REGULATIONS. 


(Signature  of  Approving  Superviso-)  iDoi< 

b  THIS  JOB  DESCRIPTION  WITH  SUPPLEMENTAL  MATERIAL  <S  ADEQUATE  FOR  PURPOSE  OF  EVALUATION 


|  (Suit, aturr  of  Porition  Clojuifwotion  Specialist i  (Dali  t 

|l3  STATEMENT  OF  OUTIES  ANO  RESPONSIBILITIES 

MAJOR  DUTIES: 

The  primary  purpose  of  this  position  is  to  serve  as  a  Computer  Equipment  Spe- 
(  riali8t  performing  various  duties  in  connection  with  acquisition  and  management  of 
MACOM  Information  Processing  resources. 

I  Provides  expertise  in  ADP/OA  hardware,  software,  maintenance,  telecommunications, 

1  and  support  services  acquisitions.  Develops  acquisition  documents  and  manages 

contracts  for  same.  Develops  plans  and  strategy  for  each  acquisition  requirement. 

.  Develops  contracting  alternatives  contingent  upon  certain  phases  being  combined 
I  with  others  or  eliminated.  Plans  for  contractor  participation  and  monitors  con¬ 
tractor  performance.  Acquisition  documents  may  contain  equipment  specifications, 
maintenance  requirements,  delivery  requirements,  security  requirements,  physical 
{  site/environment,  evaluation  factors,  software  needed,  and  other  items  needed  to 
I  translate  the  user  needs  into  automation  requirements  vendors  can  respond  to. 

Serves  as  representative  of  the  Source  Selection  Evaluation  Board  (SSEB) 

|  analyzing  vendors  responses  to  the  solicitations.  Serves,  if  necessary,  as  a 

I  member  of  the  Cost  Analysis  Panel  dissecting  vendor’s  cost  proposals.  Assures 

user  requirements  are  met  at  the  best  overall  cost  to  the  government;  price  and 
other  factors  considered.  Develops  reporting  criteria  and  requirements  for  status 
I  of  contracts.  Assures  selected  vendor's  compliance  with  provisions  of  the 
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13.  Statement  of  Duties  and  Responsibilities  (contd) 


contract.  Interprets  contracts  and  informally  resolves  questions  of 
responsibility  for  maintenance  and  repair.  Provides  guidance  to  Contracting 
Officer  on  technical  aspects  of  ADP/OA/Micrographlcs.  Acts  as  Contracting 
Officer’s  Representative  (COR)  when  required. 

Manage  contracts  after  award.  Adjust  funding  requirements  as  applicable. 

Assure  ltem(s)  delivered  is  Installed  and  made  operational  in  accordance  with 
the  contract.  Respond  to  inquiries  from  FAO,  Commercial  Accounts  pertaining  to 
proper  payments.  Prepare  necessary  documentation  for  renewing  contracts. 
Prepare  receiving  report  (DD  250)  on  a  monthly  basis  for  all  recurring 
maintenance  costs,  recurring  rental  costs,  and  recurring  contractual  service. 

35% 


— Establishes  coordination  with  users  before  decision  to  acquire  hardware, 
software,  or  data  communications  equipment  (DCE)  has  been  reached.  Applies 
knowledge  of  both  technical  information  processing  matters  and  acquisition 
strategies  to  the  analysis  of  users'  requirements.  While  users  may  have  stated 
requirements  in  terms  of  specific  ADPE,  WPE,  or  DCE  solutions,  employee 
recommends  most  cost-effective  solution  based  on  own  analysis  of  requirements. 
Recommendation  frequently  specifies  different  solutions  than  ones  anticipated  by 
users.  Persuasively  argues  for  recommended  solutions  so  that  users'  formal 
requests  for  assistance  incorporate  employees*  recommendations. 

Administers  an  inventory  of  all  equipment  and  commercially  acquired  software 
packages  used  within  the  headquarters.  Update  as  changes  occur.  5% 

Serves  as  one  of  the  HQ  FORSCOM  specialists  on  day-to-day  Information  resource 
matters  and  as  liaison  with  vendors,  contracting  officers,  and  DCSIRM  Budget 
Analyst,  where  information  resources  are  concerned.  Equipment  is  located 
throughout  installation  and  one  subinstallation  and  consist  of  large  mainframe 
computers,  data  transmitters,  numerous  terminals,  communications  control  unit, 
several  small  computers,  and  numerous  microcomputers.  Assists  in  developing 
plans  for  funding  of  information  projects.  Provides  input  to  the  information 
resource  budget  and  to  justifications  to  higher  headquarters  for  more  funds. 
Keeps  abreast  of  commercially  available  equipment,  software,  and  support 
services  for  potential  use  to  FORSCOM.  Visits  trade  shows  and  reads  periodicals 
to  maintain  awareness  of  latest  in  information  resources.  Reviews  and  extracts 
data  from  technical  publications  to  assess  appropriateness  of  item.  20% 


13.  Statement  of  Duties  and  Responsibilities  (contd) 

Factor  1,  Knowledge  Required  by  the  Position 

Broad  knowledge  of  the  technical  characteristics  of  the  Information  resource 
equipment  and  software  in  FORSCOM;  knowledge  of  the  missions  and  functions  of 
user  organizations;  knowledge  of  comparable  equipment  available  to  FORSCOM,  the 
latest  advances  in  a  wide  range  of  information  resource  equipment  - 
ADP/OA/telecommunications  (including  compatibility  between  and  among  peripheral 
equipment  and  components)  -  and  sources  of  technical  information  about  them; 
knowledge  of  equipment’s  ability  to  handle  current  and  project  software; 
knowledge  of  configuration  design  techniques;  knowledge  of  overall  Federal,  DA 
and  FORSCOM  policies  relating  to  ADPE,  OA,  telecommunications  systems  and 
software  as  promulgated  by  OMB,  NBS,  and  GSA;  knowledge  of  a  wide  range  of 
equipment  and  software  evaluation  techniques  to  evaluate  requirements,  to 
conduct  unique  studies,  to  adapt  precedent  solutions  for  specialized 
requirements,  to  make  evaluations,  to  weigh  costs  and  benefits,  and  to  present 
recommendations/alternatives  on  the  acquisition  plan,  on  appropriate  software 
and  related  support  requirements,  on  the  merits  of  proposed  systems,  and  on  such 
matters  involved  in  the  development  of  proposals  to  user  organizations,  to  the 
DCS1RM  or  to  higher  headquarters. 

Factor  2,  Supervisory  Controls 

The  supervisor  furnishes  general  instructions  as  to  the  scope  of  particular 
projects  in  the  assigned  area  of  responsibility.  The  supervisor  is  available 
for  advice  or  assistance  but  the  employee,  as  a  Senior  Staff  Specialist,  is 
relied  upon  to  plan  and  carry  out  the  work  independently,  keeping  supervisor 
advised  of  progress  and  only  unusual  complications  or  matters  of  a  far  reaching, 
policy  making  nature.  The  employee  plans  and  organizes  the  projects, 
coordinates  work  with  other  information  resource  people  and  functional  personnel 
as  necessary  as  well  as  resolves  problems.  Completed  work  is  reviewed  for 
effectiveness  in  meeting  requirements,  resolving  problem  areas,  technical 
soundness,  and  conformance  with  governing  regulations  and  directives. 

Factor  3,  Guidelines 


Army  Regulations,  Technical  Publications,  Contracts,  Acquisition  Procedures, 
Vendors'  Technical  literature,  and  precedent  studies  are  available.  However, 
these  provide  little  guidance,  pertinent  to  adapting  equipment  and  software  to 
the  user  particular  needs.  GSA  directives  and  Army  regulations  provide  general 
guidance  on  acquisition  and  resource  sharing  matters.  However,  information 
resource  technology  is  characterized  by  rapidly  increasing  changes  causing  such 
guidelines  to  be  of  limited  utility.  Extensive  changes  in  approach  and 
deviation  from  usual  methods  commonly  are  required  for  the  particular  needs  of  a 
user.  Employee  uses  considerable  judgment  in  relating  technical  developments  to 
the  problem  at  hand. 


13.  Statement  of  Duties  and  Responsibilities  (contd) 
Factor  4,  Complexity 


The  employee  is  involved  in  most  phases  of  information  resources  matters, 
including  consulting  with  the  users  prior  to  the  decision  to  automate  or 
reconfigure  obsolete  automated  solutions.  The  intersection  of  the  fields  of 
analyzing  ADPE,  WPE,  DCE,  and  applications  and  systems  software  with  the 
disciplines  involved  in  acquisition  strategies  and  contract  administration 
results  in  a  hybrid  field  requiring  an  unusual  depth  of  analysis  to  satisfy  user 
requirements,  the  need  for  integration  with  parallel  FORSCOM  initiatives, 
cost-effectiveness,  legal  and  contractual  sufficiency,  maximum  private  sector 
competition,  and  societal  goals  of  assistance  to  small  and  minority-owned 
businesses.  The  technology  is  evolving  rapidly,  requiring  the  employee  to 
continually  stay  abreast  of  these  changes.  Consideration  must  be  given  to 
accommodating  future  changes  in  the  specification  and  acquisition  of  current 
systems,  t  is  simultaneously  creating  uncertainty  and  the  need  to  minimize 
uncertainly.  In  addition,  considerable  creativity  is  required  to  develop  and 
improve  contractual  strategies  to  satisfy  the  often-conflicting  interests  noted 
above.  Employee  must  integrate  the  work  of  subject-matter  experts,  computer 
specialists,  vendors,  and  contracting  specialists  in  SSEBs  and  other  fofums  in 
order  to  accomplish  the  projects.  All  these  factors  complicate  the  decisions 
the  employee  must  make  regarding  what  needs  to  be  done.  Conflicting 
requirements  are  inevitable  given  the  number  of  interests  that  must  be 
satisfied.  These  diverse  Interests  contribute  to  the  exceptional  technical 
difficulty  of  this  hybrid  field,  in  which  the  conflicting  requirements  must  be 
satisfied  in  specific  operationally-defined  ways.  The  methodology  of  acquiring 
automated  equipment  does  not  lend  itself  to  contracting  for  standardized 
off-the-shelf  hardware  and  software.  The  needs  of  each  functional  user  must  be 
analyzed  to  determine  the  system  to  be  acquired.  Upon  identification  of  the 
requirement,  employee  must  determine  the  specific  type  of  ADPE  system  to  be 
acquired  and  the  components  of  the  system  (internal  memory  boards)  and  software 
to  accomplish  the  application.  Systems  are  then  tailored  to  meet  that  specific 
need.  Analyst  must  be  knowledgeable  not  only  in  equipment  capabilities  but  in 
the  application  to  be  performed  and  modify  or  alter  the  systems  components  to 
accomplish  the  project. 

Factor  3,  Scope  and  Effect 

The  work  involves  investigating  and  analyzing  a  variety  of  problems,  formulating 
studies,  analyzing  requirements,  and  establishing  criteria.  Accomplishment  of 
the  work  affects  the  information  resource  management  function  at  a  wide  range  of 
staff  agencies  through  the  headquarters. 

Factor  6,  Personal  Contacts 

Personal  contacts  are  with  users,  acquisition  personnel,  computer  staff  at 
higher  headquarters  with  DA,  and  occasionally  outside  the  agency  (e.g.,  GSA). 
Contacts  also  include  vendor  representatives. 
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13.  Statement  of  Duties  and  Responsibilities  (contd) 
Factor  7,  Purpose  of  Contacts 


Contacts  are  to  obtain  or  provide  information  and  coordinate  projects  as  well  as 
to  negotiate  with  contracting  officers  and  contractors  to  resolve  disagreements. 
Occasional  meetings  are  held  with  persons  with  different  viewpoints  and  goals. 


Factor  8,  Physical  Demands 
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MAJOR  DUTIES 


The  primary  purpose  of  this  position  is  to  perform  assignments  designed  to  apply 
the  basic  knowledge  of  management  techniques  in  support  of  analysis  functions 
related  to  HQ  FORSCOM. 

--Assists  with  management  surveys  for  the  development  of  automated  systems  for 
Improving  the  effectiveness  and  efficiency  of  administrative  processes  in  the 
headquarters  staff.  Performs  specific  tasks  in  connection  with  the  review  and 
analysis  of  equipment  proposals.  Utilizes  background  information,  a  knowledge 
of  organization  and  mission,  functions  and  established  guidelines  to  develop 
recommendations  to  management  officials  regarding  the  kind,  range,  potential 
applications  and  selection  of  specific  systems.  Performs  cost/benefit 
comparisons  and  cost/rental  vs  purchase  analysis  of  systems.  (25%) 


—Assists  in  providing  technical  advice  and  assistance  to  HQ  Forces  Staff 
agencies  which  are  developing  automated  information  systems.  Provides 
instructions  to  operators  and  managers  on  the  proper  and  optimum  use  of 
equipment.  Assists  in  the  development  of  Users  Manuals  for  staff  agencl  s. 
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—Performs  as  a  team  member  in  providing  advice  on  use  of  off-the-shelf  software 
products  to  accomplish  a  variety  of  administrative  office  functions.  Assists 
analysts  and  specialist  in  the  accomplishment  of  mission  objectives  to  include 
preparation  of  acquisition  documents,  approval  documentation,  equipment 
specif icatlons, conducting  on  site  surveys  and  other  administrative  and  technical 
tasks.  Maintains  inventory  of  all  hardware  and  software  for  the  headquarters. 
Serves  as  property  accountability  manager  for  the  branch.  (40%) 

— Serves  as  assistant  to  the  branch  chief  in  arranging  for  travel,  appointments, 
time  card  maintenance,  reception  of  visitors,  correspondence  preparation, 
records  maintenance,  disposition,  and  other  general  administrative  functions.  (25/ ) 


FACTOR  1.  Knowledge  Required  by  Che  Position 


Excessive  knowledge  ot  administrative  procedures  is  required,  to  include 
preparation  oi  correspondence,  coordination  oi  stall  papers  and  a  variety  ot 
other  tasks  associated  with  the  typical  ollice..  A  working  knowledge  ol 
Management  Analysis  techniques  is  required  and  the  ability  to  identiliey, 
delined  and  resolve  problems  arising  in  the  administrative  work  processes  in 
the  ollice  environment.  A  knowledge  oi  automated  systems  and  their  operation 
is  required.  Good  typing  skillsare  essential. 

FACTOR  2.  Supervisory  Controls 

Supervisor  delines  employee's  area  ol  responsibility  in  terms  oi  general 
priorities  and  overall  mission  requirements.  Employee  is  responsible  tor 
carrying  our  special  projects  in  the  assigned  areas.  Work  is  reviewed  in 
terms  oi  el lectiveness  in  meeting  the  established  goals. 

FACTOR  3.  Guidelines 

Agency  administrative  standards,  policies  and  directives  are  available. 
Employees  must  be  familiar  with  these  guidelines  in  carrying  out  the  assigned 
responsibiliites.  Local  policy  on  automation  standards,  processes  and  approval 
and  acquisition  procedures  are  available  lor  relerence  and  research  when 
required. 

FACTOR  4.  Complexity 

Work  consists  ol  a  wide  variety  ot  activities  within  the  agency,  to  include 
assistance  in  specialized  areas  ol  software  applications,  acquisitions, 
contracting  processes  and  overall  automation  methodologies.  Work  requires  the 
development  ot  new  information  upon  which  to  base  future  intormation 
processing  policies  and  procedures  tor  the  end  users. 

FACTOR  5.  Scope  and  Etlect 

Work  involves  assisting  in  the  lormulation  ot  projects,  carrying  out  ongoing 
projects  initiated  by  analysts  and  specialists.  Individual  tunctions  as  a 
Mnagement  Assistant  in  concert  with  the  major  developmental  projects  oi  the 
senior  analyses  and  specialists  ot  the  agency. 


FACTOR  6.  Personal  Contacts 

Contacts  most  otter,  take  place  with  the  other  empioyess  ol  the  branch  and 
division  as  well  as  FORSCOM  Statt  counterparts 

FACTOR  7.  Purpose  ot  Contacts 

Purpose  ol  contacts  is  to  plan,  coordinate  and  assist  with  the  work  ettorts  ot 
other  employees  ot  the  agency  and  to  resolve  problems 

FACTOR  8.  Physical  Demands 

The  work  is  sedentary. 

FACTOR  9.  Work  Environment 

Work  is  periormed  in  a  typical  ottice  setting. 
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MILPERCEN  INFORMATION  CENTER 


INDIVIDUAL  DEVELOPMENT  PLAN  (IDP):  FOR 
UPWARD  MOBILITY  EMPLOYEE  (GS-335-04/05/06/07) 


PHASE  I  (GS-335-G*,  GS-335-05) 

CONTENT  DESCRIPTION 

I.  ORIENTATION 

a.  Upward  Mobility  Program 

b.  Relationship  to  Data  Processing 

c.  Relationship  to  Information  Center 

d.  Organizational  Policy  and  Procedures 

e.  Organizational  Structure  and  Relationships 

f.  ADP  Career  Development 

II.  ON  THE  JOB  TRAINING 

a.  Operation  of  terminal  workstations  and  other  office  equipment 

b.  Performing  basic  data  processing  tasks  using  the  Sperry  1100  System. 

c.  Performing  familiarization  tasks  involving  documentation. 

d.  Performing  basic  tasks  using  graphics. 

III.  FORMAL  TRAINING 

a.  Introduction  to  Data  Processing 

b.  Series  11C0  Systems  Concepts 

c.  Executive  Control  Language 

d.  Documentation  and  Flowcharting  Techniques 

e.  Introduction  to  COBOL  Programing 

f.  Workshop  in  COBOL  Programing 
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MILPERCEN  INFORMATION  CENTER 
Knowledge,  Skills  and  Abilities  to  be  Acquired 

With  this  training  the  employee  will  be  able  to  understand  the  purpose  and 
direction  of  this  upward  mobility  program.  The  knowledge  of  data  processing  jobs 
and  the  relationship  between  the  various  ADP  organizations  will  be  acquired.  The 
employee  will  be  given  special  insight  into  the  workings  of  a  full-service 
Information  Center,  it's  history  and  it's  mission.  An  understanding  of  the 
MILPERCEN  organizational  structure,  it's  mission  and  it's  relationship  within  the 
Army,  DOD  and  the  Federal  Government  will  be  gained. 

The  employee  will  gain  certain  basic  yet  useful  data  processing  skills.  Knowledge 
of  how  a  computer  system  operates  and  how  to  write  and  execute  simple  programs 
will  be  gained.  The  employee  will  know  the  capabilities  and  limitations  of  the 
Sperry  1100  Computer  System  as  well  as  the  capabilities  and  limitations  of  any 
Peripheral  systems  available  within  our  organization.  The  ability  to  use  the 
terminal  workstations  to  perform  many  of  the  daily  tasks  assigned  to  our 
organization  will  be  acquired.  The  employee  will  learn  to  perform  simple  tasks 
involving  graphics  software  and  hardware  systems. 
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MILPERCEN  INFORMATION  CENTER 
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PHASE  II  (GS-335-05,  GS-335-06) 
CONTENT  DESCRIPTION 


I. 


ORIENTATION 

a.  User  Training 

b.  ADP  Procurement 

c.  Data  Base  Systems 

d.  Fourth  Generation  Software 

II.  ON  THE  JOB  TRAINING 

a.  How  to  extract  data  from  on-line  data  bases  and  develop  reports. 

b.  How  to  create  and  change  MAPPER  reports. 

c.  How  to  assist  in  the  development  and  conducting  of  user  ADP  Training. 

III.  FORMAL  TRAINING 

a.  Basic  Office  Automation  Training  (Sperrylink) 

b.  IRGS  II  (Genius,  Report  Writer) 

c.  GRAPHICS  (ZCHART,  ECO,  AUTOGRAF) 

d.  DBMS  Training  (System  2000,  DMS  1100) 

e.  MAPPER  User  Workshop 


MILPERCEN  INFORMATION  CENTER 


Knowledges,  Skills  «Sc  Abilities  to  be  Acquired 

With  this  training  the  employee  will  begin  to  understand  the  broader  scope  o f  ADP 
within  MILPERCEN  and  the  Federal  Government.  The  knowledge  of  how  ADP 
Products  are  acquired  will  be  gained  and  the  responsibilities  of  the  Government 
with  respect  to  ADP  Vendors  and  contracts  will  be  taught.  A  basic  understanding 
of  data  bases,  how  they  are  used  and  how  to  extract  data  from  them  will  be 
acquired  by  the  employee. 

As  an  ADP  Professional  Trainee  the  employee  will  be  introduced  to  the  world  of 
Microprocessing  and  end-user  computing.  Training  in  fourth  generation  languages 
such  as  MAPPER  will  prepare  the  employee  for  understanding  the  needs  of  the 
ADP  User  and  provide  the  proper  understanding  of  user  software  development. 

The  employee  will  learn  basic  course  development,  how  to  conduct  user  classes  and 
how  to  recognize,  develop  and  pass  on  the  skills  needed  to  increase  end  user 
productivity. 


MILPERCEN  INFORMATION  CENTER 


PHASE  III  (GS-335-06,  GS-335-07) 

CONTENT  DESCRIPTION 

I.  ORIENTATION 

a.  Product  Evaluation 

b.  Project  Management 

c.  Budgeting 

II.  ON  THE  JOB  TRAINING 

a.  How  to  conduct  pre-selection  ADP  product  evaluations 

b.  Techniques  for  monitoring  and  managing  ADP  Projects 

c.  Preparation  of  Documents  for  Procurement  of  ADP  Products  and 
maintenance  of  contracts  for  fiscal  year  budgeting. 

III.  FORMAL  TRAINING 

a.  MAPPER  Run  Design 

b.  Advanced  Office  Automation  Training 

c.  Train  the  Trainer 

d.  Systems  Analysis 

e.  Presentations  and  Briefing  Techniques 

f.  FORTRAN  Programing 
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MILPERCEN  INFORMATION  CENTER 
Knowledges,  Skills  and  Abilities  to  be  Acquired 

This  training  is  designed  to  complete  training  in  all  of  the  basic  learning  areas 
required  for  progress  toward  the  G $-334-09  Series  and  grade.  As  a  result  of  this 
training  the  employee  will  know  how  to  evaluate  the  effectiveness  of  user-oriented 
ADP  Products.  The  knowledge  of  how  to  use  the  tools  of  systems  analysis  and 
product  evaluation  will  be  gained.  The  employee  will  also  be  shown  the  various 
techniques  for  reporting  results  of  testing  and  evaluation. 

The  employee  will  be  taught  the  various  skills  of  managing  an  ADP  Project.  Skills 
involving  Project  Book  Preparation  and  maintenance,  as  well  as  Peformance 
Monitoring  and  budgeting  will  be  learned.  Various  ADP  Software  Tools  will  be  used 
in  order  to  increase  programing  and  analysis  skills.  The  employee  will  also  become 
more  capable  in  the  areas  of  user  training  and  teaching  data  processing. 


THE  FORT  HOOD 
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open  rouse 

EDNESEAY  20  NOVEMBER  1985 
ROOM  1S67,  HOFFMAN  11 
900-1500  HOURS 


TOE  INFORMATION  CENTER  INVITES  YOU  TO  STOP  BY  AND  MEET 
THE  STAFF  AND  TO  SEE  THE  FACILITIES  AVAILABLE  FOR 
MILPERCEN  USERS.  YOU  WILL  BE  GUIDED  THROUGH  THE 
CENTER,  EQUIPMENT  WILL  BE  DEMONSTRATED,  SERVICES  WILL 
BE  LISTED,  QUESTIONS  WILL  BE  ANSWERED,  REFRESHMENTS 
WILL  BE  SERVED  AND  YOU  WILL  BE  ABLE  TO  REGISTER  FOR 
TRAINING 
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Wf  AM  HffOWATION  COTTER  OREM  HUGE 
by  Joseph  Baastie 

Many  events  have  occurred  since  the 
last  journal  was  published.  the  meet 
significant  event  has  been  the  conducting 
of  continuous  Basic  Desk  Station 
Workshops,  at  the  Casey  Building,  by  the 
entire  Staff  of  the  information  Center. 
That  effort  reached  a  peak  of  over  70 
students  per  week,  concluding  in  September 
with  approximately  1600  students  trained. 
The  logistics  of  that  year-long  operation 
virtually  shut  down  most  other  Information 
Center  services  at  the  Hoffman  Building. 
The  staff  is  back  at  the  office  and 
classes  are  being  given,  at  the  Hof jfrnar. 
Building,  at  a  greatly  reduced  pace.  Now 
the  center  cen  begin  to  provide  many  of 
the  more  traditional  services  including: 
consulting,  Individual  and  small  group 
training,  contract  support,  data  base 
querying,  product  testing  and  evaluation 
and  publishing  information  of  interest  to 
the  end  user. 

The  open  house  is  our  way  of 
announcing  our  return  from  the  all- 
consuming  grind  of  the  Qjsey  building  and 
our  way  of  exhibiting  equipment  and 
services.  All  of  the  equipment  located  in 
the  productivity  center  area  is  available 
for  your  use.  If  you  are  trained  in  the 
use  of  this  equipment  sirqply  came  in  and 
go  to  work.  If  you  need  assistance, 
analysts  are  available  to  answer  your 
questions  or  to  arrange  training. 


THE  JOURNAL 

Information  Oenters  must  publish. 
This  is  a  generally  accepted  rule 
throughout  the  industry  and  this  is  a  rule 
we  have,  by  necessity,  broken  in  recent 
months.  The  last  journal  published  vms 
dated  December  1984,  just  about  the  time 
our  extensive  training  effort  was 


underway.  There  were  four  Journals 
altogether  and  they  were  published 
ncrvthly.  Many  people  contributed 
informative  articles  to  those  issues, 
especially  during  that  time  MHPERCEU  was 
struggling  to  inplsnsnt  it  *  s  new  local 
Area  Network.  Back  issues  of  the  Journal 
are  available  upon  request  and  there  will 
be  a  handout  available,  at  the  open  house, 
listing  all  previous  articles.  Seme 
previous  topics  included:  BECOMING  A 
MAPPER  USER;  COMPUTER  GRAPHICS  (AT 
MILPERON);  DOClMEOTATICN  IN  THE 
INFORMATION  CENTER;  THE  8CX  BASIC  DESK 
STATION;  SMALL  PERSONAL  COMPUTERS  and  many 
other  articles  on  a  variety  of  subjects. 


USER  REGISTRATION 

This  service  is  one  of  the  most 
visible  functions  in  the  Information 
Center.  It  is  also  one  of  the  most 
troublesome.  A  person  seeking  access  to 
the  MILPERCEN  canputer  system  and  to  the 
data  bases  mist  follow  an  avfcvmrd  set  of 
procedures  before  being  given  a  user  id 
and  passwords. 

1.  The  user  acquires  a  form  169  fran  the 
Information  Canter  and  after  caipleting 
the  form,  it  Is  forwarded  to  the  MILPERCEN 
ADP  System  Security  Officer  (ADPSSO) . 

2.  The  ADPSSO  sends  a  disposition  form 
(DF)  to  MILPERCEtf  Support  Services 
(DAPC-ALP-T)  requesting  them  to  verify 
that  documentation  of  the  potential  users 
security  clearance  is  on  record  at 
MHRERCEN. 

3.  The  users  office  must  also  send  a  EF 
thru  the  ADPSSO  to  Support  Services 
requesting  that  the  user  be  granted  access 
to  SECRET  data  and  also  granted  a 
sensitivity  level  of  2. 

Steps  2  and  3  are  often  the  cause  of 


oe  /  problems.  If,  for  any  reason  Support 
jervlces  cannot  locate  documented  evidence 
jf  clearance  or  locate  the  DF  requesting 
iltlvlty  level  2,  then  the  users  form 
l67  will  be  returned  with  the  phrase  "No 
Record"  or  "No  Access"  written  across  the 
zo  .  Because  this  Is  a  manual  process 
-e  _  lirlng  documents  to  be  In  a  certain 
)lace  at  a  certain  time,  we  are  often 
'a*-*d  with  Inconsistent  resuilts. 

When  the  ADPSSO  receives  verification 
>f  clearance  and  access  from  Support 
Je  'Ices  a  user  Id  Is  established  and 
m — .words  are  supplied  to  the  Information 
Center  to  be  Issued.  Passwords  are 

■e"  .sued  each  quarter. 

Hie  Information  Center  serves  as  a 
juMe  for  the  user  throughout  this 
in  ess.  We  attempt  to  resolve  problems 
>y  tracking  the  progress  of  paperwork, 
lowever  with  so  many  users  and  so  many 
lai  al  steps  this  process  Is  often 
n  t rating  and  slow. 


»  OTER  GRAPHICS:  WAT'S  NEW  IN  THE 
GOkJfWATIQN  CENTER 
by  Michele  Fanner 


There  have  been  many  changes  and 
tdc  tlons  to  the  Information  Center  over 
iht  last  few  months.  Many  of  the  those 
iddltlons  have  been  in  the  Computer 
ire ’■hies  area.  For  the  Iconlx/Autograf 
ise  ,  the  ACT  II  (Advanced  Color 
’ecunologles)  Ink  Jet  printer  can  provide 
>oth  color  acetate  and  hardcopy 
;ap  bllitles. 

In  addition  to  the  new  graphics 
irl  ter  the  Information  Center  Is  proud  to 
uni  once  the  arrival  of  the  new  VldeoShcw 
electronic  Slide  Show  System.  VldeoShow 
Is  *  menu  driven  graphic  system  which 
)rc  Ides  the  end-user  with  quick  and  easy 


business  charts,  organizational  charts,  or 
custom  briefing  slides.  Currently  the 
charts  can  be  transferred  to  35mm  slides 
for  a  compact  easy  to  transport  briefing, 
or  displayed  via  the  ECP  1000  Color  Data 
and  Video  Projection  System  (Electrohome) 
for  large  auditorium  briefings. 

For  further  Information  or  training 
contact  the  Information  Center.  (Or  better 
yet  come  to  the  Open  House  November  20  for 
demonstrations  and  signup  for  training). 


TRAINING:  COURSE  EESCRIPTIONS,  SCHEDULES 
AND  REGISTRATION, 
fay  Michele  Parmer 


When  you  visit  the  open  house  on  the 
20th  of  November,  pick  up  a  copy  of  all  of 
the  courses  taught  at  MILPERCEN  by  the 
Information  Center.  Handouts  will  be 
available,  listing  courses  and  their 
schedules.  Registration  sheets  will  be 
located  at  the  various  demonstration  areas 
allowing  users  to  sign  up  for  a  particular 
class  or  to  indicate  the  desire  to  attend 
a  course  planned  for  the  future. 


STSISf/AEMINISIRATCFS 

There  are  four  functions  that  will 
be  on  display  at  the  open  house  that  are 
not  located  in  the  Information  Center. 
These  administrator  functions  are 
physically  located  In  the  same  office 
(roam  ls67,  Hoffman  II)  however  they  are  a 
part  of  the  Distributed  Information 
Systems  Office  (DAPC-PSO-FL) .  Visitors  to 
the  open  house  will  meet  these 
administrators  and  be  able  to  ask  them 
questions  about  their  functions  and 
services. 


WAPP**  OOCRDIMM'OR 
FlMCTIONS  4  SERVICE 

REGISTER  USERS  INK)  WVPPER  SYSTEM 
DELETES  USERS  FRCM  THE  FAPPER  SYSTEM 
TRAINING:  IN-HDUSE  CLASSES 
CN-LINE  TUTORIAL 
MONITOR  MAPPER  SYSTEM 
DEVELOP  RLNS 
REGISTER  RLtC 

CONSULT  GN  USER  APPLICATIONS 

IAN  SYSTEM  4  AIXOOOTRATOR 

wcnae  ft  services 

REGISTER  USERS  INTO  IAN  ON  SYSTEM  4 

DELETE  USERS  FROM  IAN  ON  SYSTEM  4 

MONITOR  SYSTEM  4  AND  RESOLVE  USER 

PROBLEMS 

UNLOCK  DOCUMENTS 

MAINTAIN  MASTER  DIRECTORY 

KEEP  TRACK  OF  EQUimENT  LOCATION 

IAN  SYSTEM  3  AEKnCSTRATOR 

PLNcnae  &  services 

WORKS  WITH  COPS  AIMINISTRATORS 
ASSISTING  THEM  IN  RESOLVING  PROBLEMS 
MONITOR  SYSTEM  3  AND  TRACK  PERFORMANCE 
DISTRIBUTE  BACKUP  TAPES 

DOPS  COORDINATOR 
FUNCTIONS  ft  SERVICES 

DEVELOPS  POLICIES  AND  PROCEDURES  FOR 
ADMINISTRATION  OF  THE  DOPS  SYSTEMS 
AT  MILPERCEN 

CONDUCT  DOPS  ADMINISTRATORS  CLASS 
CONSULTS  WITH  DOPS  ADMINISTRATORS  TO 
RESOLVE  USER  PROBLEMS. 


illMSgg, 


rt  INPOPKATICN  COTTER  SWF 

(Er^C-POS-PC,  ROOM  1S67,  HOFFMAN  II,  325-9350) 


Jc  *ph  Haas tie 
Sv  ree  Olmsted 
Evangeline  Davidson 
Ji^  Griffea 
Mi  tele  Farmer 
SF<-  Kerry  Falknor 
Adrian  Powell 
Du  y  Harrell 
SP  Greg  tfadash 
Johnny  McCarter 
Evr "yn  Tyler 
Or  -lyn  Sliger 
Eileen  Lynn 


Cbordinatar 

CLerk/ Typist 

Clerk/Typist (COE) 

Analyst 

Analyst 

Analyst 

Analyst 

Analyst 

Analyst 

Computer  Assistant 
Oorputer  Assistant 
Cbnputer  Assistant 
Conputer  Assistant 


r  RUSSELL  W.  ®EQl,  SR.  /7 
Acting  Grief,  ADP  Operations  Division 
Personnel  informations  Systems 
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March  1986 

This  is  the  first  in  a  series  of  quarterly  Newsletters  from  the  DOIM 
Information  Center.  The  Newsletter  is  designed  to  assist  you  in  getting 
the  most  out  of  your  ADP  equipment.  Your  input  -  questions,  concerns, 
comments  -  will  be  continually  solicited. 


NEWSLETTER  TOPICS 


I .  Points  of  Contact 

II.  Procedures  for  Getting  ADPE  Repaired:  PROFS,  IPS,  VIABLE,  PC 

III.  Request  for  Movement  of  ADP  Equipment 

IV.  STARNET  User  (VIABLE) 
v.  Sharing  dBase  III  Data  With  Lotus  123 
VI.  APL  Assistance  Corner 
VII.  Coming  Attractions 


I.  POINTS  OF  CONTACT 


K. 


The  following  numbers  can  save  you  valuable  time  and  effort  if  you  have 
problems  with  your  ADP  hardware  or  software  or  if  you  have  questions 
about  ADP  training.  Please  jot  them  down  in  a  handy  location: 


A. 


Hardware/Software  Assistance  -  DOIM  Information  Center 

Help  Desk 

287-7312  or  287-3235 


B. 


Training  (Scheduling  or  Information)  - 
1) 


Civilian  Personnel  -  Civilian  Personnel  Office 

Mr.  Terry  Bedsole 
288-2015 


2) 


III  Corps  Personnel  -  HQ  Command,  S3 

CPT  Schrock 
287-0127 


3)  All 


Other  Personnel-  Corps  Automation 

Office  (CAMO) 

MAJ  Morgan 
287-9558 


Management 


c.  In  addition,  certain  personnel  within  each  activity  have  been 
designated  as  POC's  for  automation  and  may  provide  an  internal  activity 
source  of  information.  These  personnel  are  listed  in  enclosure  1. 


II .  Procedures  for  Getting  ADP  Equipment  Repaired 


If  you  are  experiencing  any  problems  with  your  computer  equipment  (e.g. 
display,  keyboard,  modem,  printer,  coaxial  cable,  controller, 
microcomputer)  call  the  DOIM  Information  Center  Help  Desk.  In  order  to 
assist  you  the  Help  Desk  personnel  need  to  khow  the  system  you  are 
using,  i.e.  the  Installation  Processing  System,  VIABLE  System,  System 
34,  or  a  stand-alone  microcomputer.  Normally  a  label  is  placed  on  your 
keyboard  or  terminal  that  gives  your  line  number,  terminal  model  number 
and  brand,  and  serial  number.  These  items  will  further  assist  us  in 
resolving  the  problem.  In  addition  we  will  ask  for  a  point  of  contact 
with  phone,  building,  and  room  number.  We  appreciate  your  help  in 
providing  us  with  all  this  information.  It  assists  us  in  resolving  the 
problem  as  quickly  as  possible.  Operational  hours  are  0730  to  1630 
hours,  Monday  thru  Friday.  For  service  after  1630  hours,  Saturdays  and 
Holidays,  please  call  the  DOIM  Machine  Room  at  287-7578. 


Ill .  Request  for  Movement  of  ADP  Equipment 


If  you  should  need  to  relocate  any  ADP  Equipment,  please  notify  the  DOIM 
Information  Center.  A  DF  or  PROFS  note  will  suffice.  Points  to  include 
are  current  location  of  equipment,  proposed  location,  point  of  contact 
and  phone  number.  If  the  move  is  complicated  a  sketch,  attached  to 
the  DF,  may  be  appropriate. 
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IV.  STARNET  Users 

The  DOIM  Information  Center  is  also  your  point  of  contact  for  problems 
associated  with  your  CRT,  printer,  controller,  end  line.  A  call  to  the 
Information  Center  Help  Desk  for  assistance  could  preclude  wasting  time 
and  effort. 

V.  Sharing  dBase  III  Data  with  Lotus  123 

If  you  need  to  share  files  between  dBase  III  and  Lotus  123  and  vice 
versa,  take  a  look  at  enclosure  2  it  may  preclude  rekeying  of  data. 

VI .  APLDI  Assistance  Corner 

If  you  want  to  update  literals  in  an  already  existing  literal  file  the 
exercise  at  enclosure  3  may  help  you. 


tJQ 
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VII .  Coming  Attractions 

Double  wide,  pica,  elite  and  compressed  characters  for  Word  Star 
printing. 

Async  alternatives  for  mainframe  connectivity. 

APL/DI  maintenance  on  your  literal  files. 


POINT  OF  CONTACT 


ACTIVITY 

NAME 

PHONE  « 

AFLNO 

MAJ  BRADBURN 

287-0118 

AG 

MR.  ROLLESTON 

287-3348 

MR.  WEST  (STARNET) 

287-0092 

CID 

CPT  BORNEMAN 

287-2722 

m 


i 

'y 
y 


CORPS  AMO 

CHEMICAL 

CPO 

DCCA 

DEH 

DOL 


MAJ  DEVINS 
MAJ  SHEA 
MS.  DILLING 
MS.  NOBLE 
MR.  RAYMOND 


287-9554 

287- 0051 

288- 2020 
287-5354 
287-3064 


MR.  SMITH 

MS.  KILPATRICK  (STARNET) 


287-8400 

287-6720 


DPCA 

DPI 

DRC 


MR.  WARREN 
MAJ  PLUMLEE 


LTC  BEDELL 

MS.  SUBIA  (STARNET) 


DRM 

EXEC  SVC 

FAO 

G1 

G2 

G3 

G4 

G5 

HQ  CMD 
IG 


MS.  TAYLOR 
SGT  PARSONS 
MR.  LEE 
CPT  NOSEFF 

MR.  NORRIS 

MS.  ARNOLD 
MAJ  REID 
COL  SZENDREY 
SSG  WEIDE 
SGM  DEWEERD 
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287-9568 

287-5783 


287-7095 

287-6468 


287-3749 

287-6622 

287-0508 

287-3353 

287-2202 

287-1910 

287-7197 

287-4433 

287-5539 

287-7209 
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ACTIVITY 

NAME 

PHONE  « 

I NT  AUDIT 

MS.  FINN 

287-9465 

MEDDAC 

MR.  GOTCHER 

288-8554 

PAO 

LTC  MILLER 

287-3703 

SGS 

LTC  O' KELLEY 

287-7806 

SJA 

MS.  GORDON 

287-3421 

TCATA 

MS.  CASTRO 

288-1237 

1  CAV 

WO  WALKER 

287-9262 

2  AD 

CPT  HOTARD 

287-3219 

3  SIG  BDE 

CPT  COOK 

287-8263 

6  CBAC 

WOl  ROSER 

287-2605 

13  SUPCOM 

CPT  WOMACK 

287-5110 

64  AH 

MAJ  SATHER 

287-2314 

89  MP 

SSG  ANDERSON 

287-8010 

504  MI 

LT  PETERSON 

288-9866 

FILE  TRANSFER 


(Copyright  (C)  *»..ton-Tate  1985.  Reprinted  with  permission  from 
"Technotes" ,  a  publication  of  the  Ashton-Tate  Software  Support 
Center . 

Transferring  Data  From  Lotus  123  to  dBase  III 

To  transfer  data  from  Lotus  123  to  dBase  III,  you  must  create  a  MS-DOS 
test  file  in  Lotus  123.  Then,  in  dBase  III,  append  it  using  the  SDF 
Option  into  an  existing  data  base  file  that  reflects  the  structure  of 
your  worksheet. 


IN  LOTUS  123 

Perform  the  following  set  of  instructions  with  your  worksheet 
loaded.  User  input  from  the  Command  Level  is  underlined. 

1.  Enter  /Print  File. 

2.  Enter  Test  File  Name  to  Send  to  dBase  III. 

3.  Enter  Options  other  Unformatted. 

4.  Enter  Margins  Left  0  Return. 

5.  Enter  Margins  Top  0  Return. 

6.  Enter  Margins  Bottom  0  Return. 

7.  Quit. 

8.  Enter  Range  and  Specify  the  Copy  Range. 

9.  Enter  Go  Quit  to  Write  the  File  to  Disk. 

NOTE  l l  Lotus  123  Creates  a  Text  File  with  the  . PRN 
Extension. 

Also,  ensure  that  your  right  margin  is  wide  enough  for  all  the  data 
you  plan  to  transfer. 


ENCL  2 
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IN  dBASE  III 


1.  Use  <Your  Database  File>.  If  you  do  not  have  an  existing  database 
file  to  append  your  worksheet  into,  create  one. 

2.  Append  from  <Test  File>.PRN  SDF  to  bring  the  worksheet  into  your 
database  file.  Be  sure  to  use  the  extension  .PRN. 

Your  data  should  now  be  in  your  database  file.  If  this  is  the  first 
time  you  have  performed  this  procedure,  be  sure  you  review  the  database 
file  to  see  that  the  structure  you  have  made  reflects  your  worksheet. 
If  columns  are  misaligned  or  records  are  truncated,  your  structure 
probably  needs  some  changes.  To  do  so,  use  modify  structure,  make  the 
changes,  ZAP  the  database  file  and  re-execute  the  append  statement. 

TRANSFERRING  DATA  FROM  dBASE  III  TO  LOTUS  123 

Transferring  data  from  dBase  III  TO  Lotus  123  is  fairly  straight¬ 
forward.  In  dBase  III,  use  the  copy  command  with  the  delimited  option 
to  create  a  comma-delimited  file  into  the  current  worksheet  by  using  the 
file  import  option. 

IN  dBASE  III 

1.  Use  <Your  Database  File>  With  an  Index,  if  You  Have  One. 

2.  Copy  to  <Text  File>  .PRN  Delimited  to  Create  the  Comma-Delimited 
Text  File.  Be  Sure  You  Specify  the  .PRN  Extension  for  the  Output  File. 
Lotus  123  will  not  Recognite  a  Text  File  With  Any  Other  Extension.  If 
You  Need  a  Subset  of  Your  Database  File,  do  not  Forget  That  the  Copy 


Command  has  Conditional  Capability.  See  Page  4-35  of  the  dBase  III  User 
Manual  for  Further  Details. 

IN  LOTUS  1-2-3 

User  Input  From  the  Command  Level  is  Underlined. 

1.  Enter  /File  Import  Numbers. 

2.  Enter  the  Name  of  the  Comma-Delimited  Text  File. 

Your  Data  From  the  Comma-Delimited  Text  File  Will  be  Entered  Into  the 
Current  Worksheet,  with  Each  Column  Containing  the  Contents  of  a  Field 
From  Your  dBase  III  Database  File. 
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This  lesson  is  for  people  who  use  a  Literal  File  and  wish  to  change  a 
Literal  inside  without  being  forced  to  rewrite  the  entire  Literal. 

A.  Before  starting,  lets  get  a  few  definitions  down  to  avoid  confusion: 


a 

APL  ENVIRONMENT 

-  AN  AREA  THAT  EXISTS  IN  THE  SYSTEM  BEFORE  APLDI 

IS  LOADED.  YOU  REACH  IT  BY  TYPING  APLSX  OR  VSAPL. 

APLDI 

-  YOU  ARE  IN  APLDI  ONLY  IF  YOU  TYPE  )LOAD  ALPDI . 

1 

APLSX 

-  AN  APL  SESSION  WITH  A  TEXT  EDITOR  TYPE  APLSX  INSTEAD 
OF  VSAPL  TO  ACTIVATE  THEM. 

1 

CONTROL  ARROWS 

-  THE  FOUR  ARROW  KEYS  TO  THE  LEFT  OF  THE  KEYBOARD 
MOVE  THE  CURSOR  WITHOUT  CAUSING  THE  COMPUTER  TO 
ANY  ACTION. 

THEY 

TAKE 

• 

V 

■..* 

W 

INSERT  KEY 

-  LOCATED  OVER  THE  "UP  ARROW"  CONTROL  ARROW  KEY, 
USED  TO  INSERT  CHARACTERS  INTO  TEXT. 

IT  IS 

LITERAL  FILE 


LITERAL 


LIST  COMMAND 


DELETE  KEY  -  LOCATED  OVER  THE  "DOWN  ARROW"  CONTROL  ARROW  KEY,  IT 

IS  USED  TO  DESTROY  CHARACTERS,  AND  ALSO  REMOVES  THE 
GAP  CREATED  BY  THE  DELETION. 

-  THE  AREA  WHICH  HOLDS  YOUR  LITERALS,  THIS  IS  THE  FILE 
THAT  YOU  BRING  IN  WITH  THE  PCOPY  COMMAND. 

-  A  STORABLE,  RE-EXECUTABLE  QUERY  THAT  IS  EASILY 
IDENTIFIED  BY  THE  DELTA  SYMBOL  THAT  PRECEDES  THEM. 

EXAMPLE:  A  REPORT 

-  A  LOCALLY  PRODUCED  APL  PROGRAM  THAT  CAN  BE  BROUGHT 
INTO  A  LITERAL  FILE  SO  LITERALS  MAY  BE  VIEWED  ALL 
TOGETHER  ON  THE  SCREEN.  IT  MAY  BE  USED  BY  )LOAD 
"YOUR  LITERAL  FILE”  AND  THEN  ENTERING  THE  COMMAND 
LIST  AND  PRESSING  THE  ENTER  KEY. 

B.  Changing  Literals  with  the  APLDI  Session  Editor: 

Here  is  an  exercise  to  demonstrate  the  use  of  the  APLDI  Editor  to  allow 
quick  modification  of  an  already  existing  literal.  The  best  way  to 
learn  this  exercise  is  to  perform  the  following  example. 

1.  Log  on  and  wait  for  the  R ; xxxxxxxxxxxxx  prompt  to  appear 

2.  Type  APLSX  and  press  the  ENTER  key 
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3.  Type  ) LOAD  "LITERAL  FILE  NAME"  and  press  ENTER  -  Note  the 
"LITERAL  FILE  NAME"  is  what  you  PCOPY  in  a  normal  query  session. 

4.  Lets  build  a  sample  query  to  modify 

S.  Type  ^SAMPLE  4"  ' DEMOS ALE  DI F I LE;PROD= CHAIR; COUNT’ 
and  press  ENTER 

b.  Type  ) SAVE  and  press  the  ENTER  key 

5.  Now  lets  modify  sample  to  count  not  only  chairs,  but  tables  too. 

a.  Type  SAMPLE  and  press  the  ENTER  key. 

b.  You  are  now  in  the  editor 

1.  Press  the  insert  key 

2.  Move  cursor  with  control  arrows  to  the  ";"  after  chair 

3.  Type  .TABLE  and  press  the  RESET 

-NOTE  HOW  THE  INSERT  MODE  MOVES  THE  WORDS  AFTER  CHAIR- 

4.  Press  PF3  to  leave  editor 

5.  Type  )SAVE  and  press  ENTER 

6.  Run  the  new  altered  literal 

a.  ) LOAD  APLDI  and  ) PCOPY  your  literal  file 

b.  Type  INQ  and  press  ENTER 

c .  Type  A  SAMPLE  on  the  next  prompt 

d.  The  literal  should  give  the  following  response: 

RECORD  COUNT  =  844 

-NOTE  DEMOSALE  DIFILE  IS  A  SAMPLE  FILE  YOU  MAY  USE  FOR  PRACTICE- 
C.  Conculsion:  This  was  a  brief  demonstration  of  the  editor  function, 
for  further  assistance  call  the  Information  Center  at  287-7312.  Also, 
classes  are  available  in  APLDI  which  covers  far  more  advanced  features 
to  assist  the  APLDI  user. 
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FORT  STEWART  INFORMATION  CENTER 


The  Fort  Stewart  DOIM  Information  Center  is  a  service 
organization  dedicated  to  providing  the  best  support  possible  to 
ADP  l!s  en  whether  it  be  in  developing  large  interactive 
applications,  providing  for  one-time  requirements,  training  in 
use  of  microcomputers,  answering  a  "What  do  I  do  now?"  plea  from 
a  user,  or  untangling  a  knotty  STAMMIS  abend. 

The  advent  of  distributed  processing,  on-line  processing  and 
the  escalation  in  use  of  microcomputers  brought  about  many 
changes  in  our  organization,  and  an  increase  in  interaction  among 
the  various  sections.  For  instance,  a  project  to  establish  a 
local  area  network  has  brought  together  the  microcomputer, 
systems  programming  and  network  management  sections. 

The  manner  in  which  user  problems  are  handled  is  another 
area  which  has  changed.  When  all  processing  was  done  in  the 
batch  mode,  a  call  from  the  user  to  report  a  problem  was  easily 
taken  care  of  by  referring  the  call  to  the  analyst  in  charge  of 
the  system.  Now  it  must  first  be  determined  whether  the  caller 
is  an  ASIMS,  interactive  or  microcomputer  user,  and  whether  the 
problem  involves  software,  communications  lines  or  hardware 
before  we  can  provide  the  necessary  assistance. 

At  present  we  do  not  have  a  help  desk  as  such  because  of 
manpower  restrictions.  We  have,  however,  worked  out  an  interim 
solution.  Users  have  been  supplied  with  telephone  numbers  to  use 
for  various  types  of  problems. 

Current  organization  of  the  Information  Center  is  as 
follows: 

A.  Supervisor,  GS-12. 

B.  Network  Management  Section,  staffed  by  one  GS-11. 

C.  Microcomputer  Section,  staffed  by  one  GS-11. 

D.  Interactive  Applications  Section,  staffed  by: 

One  Systems  Programmer,  GS-12;  One  Data  Base 
Administrator,  GS-12;  Four  Programmer 
Analysts,  GS-11. 

E.  ASIMS  Section,  staffed  by: 

One  Data  Base  Administrator,  GS-11;  One  Programmer 
Analyst,  GS-09;  Two  Programmer  Analysts,  GS-07; 

One  Programmer  Analyst,  GS-05  (Overhire). 

The  Microcomputer  Section  is  responsible  for  all 
microcomputer  activities.  Such  activities  include: 

A.  Assist  potential  users  with  definition  of  requirements. 

B.  Assist  users  in  preparing  documentation  for  acquisition. 

C.  Set-up  and  test  newly  acquired  micro  hardware  and 
s  o  f  twa  re . 

D.  Train  users  in  use  of  hardware  and  software. 

E.  Conduct  user  group  meetings. 

F.  Maintain  inventory  of  hardware  and  software. 

G.  Assist  users  in  solving  processing  problems. 

H.  Assist  users  in  equipment  problem  determination  and 
repairs. 
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The  information  center  is  one  of  the  most  important  initiatives 
at  Fort  Ord.  The  information  center  serves  as  the  focal  point 
f n r  information  network  management  and  maintenance,  and  the 
interface  between  the  information  community  and  users.  Because 
most  of  the  information  system  users  at  Fort  Ord  are  not 
experience  operators,  the  training  and  assistance  role  of  the 
information  center  is  critical  to  the  success  of  information 
systems  expansion  on  the  installation. 


Six  people  are  now  committed  to  operation  of  the  information 
center  at  the  present  level  of  activity.  This  number  will 
increase  as  the  scope  of  coverage  of  the  information  center 
increases.  At  present,  the  information  center  is  providing 
service  to  information  system  users  in  all  functional  areas 
except  voice  communications.  Voice  communications  will  be  added 
as  personnel  and  a  supporting  physical  plant  are  available. 


The  information  center  supports  a  number  of  facets  of  information 
systems  management. 


•  Training.  The  effective  use  of  many  information  systems, 
particularly  those  involving  new  technology,  is  foreign  to  the 
majority  of  users.  An  aggressive  training  program  is  needed  to 
ensure  successful  fielding  of  new  systems  and  sustainment  of 
existing  ones.  The  training  program  must  be  multi-tiered  to 
accommodate  the  needs  of  users  at  various  levels  of  proficiency. 
Since  its  organization  last  year,  the  Fort  Ord  Information  Center 
h  a  8  trained  over  200  Fort  Ord  personnel,  ranging  from  install¬ 
ation  directors  and  division  primary  staff  officers  to  clerk- 
typists,  on  basic  personal  computer  operation.  A  like  number 
have  received  specialized  training  on  various  information 
systems.  This  training  alone,  if  contracted  to  commercial 
vendors,  would  have  cost  the  Government  in  excess  of  $150,000.00 
--more  than  the  entire  cost  of  operating  the  information  center. 
The  training  mission  is  just  beginning!  As  additional  and  more 
sophisticated  automation  and  communications  systems  are 
introduced  at  Fort  Ord,  the  training  mission  will  grow  several¬ 
fold. 


•  System  design  and  procurement.  Together  with  the  Plans 
Branch  of  the  Fort  Ord  Directorate  of  Information  Management 
(DOIM),  the  information  center  plays  a  key  role  in  design  and 
procurement  of  new  or  replacement  information  systems.  Plans 
branch  has  the  responsibility  to  do  long  and  short  term 
information  systems  planning  for  the  Fort  Ord  complex.  Plans 
branch  looks  to  the  information  center  to  assist  users  in 
requirements  definition,  hardware  and  software  configuration  and 
acquisition  documentation.  Also  in  this  process  is  advice  to 
users  on  networking  issues  such  as  connectivity  and  interoper¬ 
ability.  The  information  center  conducts  research  of  available 
government  and  industry  sources  to  maintain  awareness  of  coat 
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effective,  solution-oriented  hardware  and  software  to  meet  user 
needs.  In  all  acquisitions,  vendor  maintenance  is  sought  to 
ensure  system  reliability. 

•  Fielding.  As  new  systems  are  fielded,  the  information 
center's  effort  intensified.  Advance  training  of  users  is 
conducted;  equipment  and  software  are  received,  assembled, 
tested,  and  placed  in  the  user  environment;  and  follow-up 
training  and  assistance  are  provided  to  the  users  as  necessary. 
The  information  center  continues  assistance  to  the  users  until 
after  the  systems  are  operational  and  users  are  able  to  operate 
them. 

•  User  interface/ continuing  assistance.  Systems 
maintenance,  systems  upgrade  and  replacement,  mission  changes, 
and  personnel  turnover  demand  continuing  interface  with  users. 
The  information  center  serves  as  the  single  point  of  contact  for 
vendor  maintenance  of  information  systems  user  queries  and 
requests  for  assistance,  and  update  training.  When  necessary, 
information  center  personnel  conduct  hardware  and  software 
troubleshooting  and  limited  equipment  repair  by  component 
replacement.  A  limited  central  library  of  software  and  training 
aids  is  maintained  in  the  information  center  for  short-term 
missions  and  temporary  loans  pending  procurement.  Software 
evaluation  is  also  conducted  for  users  with  poorly  defined  or 
untried  requirements.  As  required,  the  information  center 
provides  individual  consultation  or  training  with  experienced 
users  on  new  requirements,  system  refinements,  productivity 
enhancements,  and  development  of  quality  presentation  graphics. 

•  Local-unique  systems  development.  On  occasion  a  local 
requirement  is  established  for  a  system  or  value-added 
enhancement  not  available  through  an  Army-standard  information 
system  nor  a  commercial  off-the-shelf  solution.  In  this  case, 
the  information  center  serves  as  the  focal  point  for  user 
interface  and  development/ref inement  of  the  requirement,  and 
shares  system  development  with  other  elements  of  the  DOIM  such  as 
plans  branch  and  systems  branch.  In  those  instances  where  the 
system  required  is  heavily  user  interactive,  the  information 
center  may  carry  the  lead  in  systems  development.  Two  examples 
are  ongoing  at  Fort  Ord  today.  One,  the  Law  Enforcement 
Enhancement  System  (LEES),  is  a  value-added  interactive  extension 
of  the  Military  Police  Management  Information  System  (MPMIS). 
This  system,  due  for  implementation  in  July  1986,  will  provide  a 
sophisticated  interactive  relational  data  base,  accessible 
through  user  friendly  interfaces,  to  correlate  and  deliver  crime, 
traffic,  vehicle,  and  personnel  information  to  fixed  and  mobile 
terminals.  The  LEES  will  also  roll  up  information  and  perform 
format  conversion  for  MPMIS  reporting.  Another  system  to  follow 
next  fiscal  year  is  the  Fort  Ord  Automated  Installation 
Management  System  (AIMS).  AIMS  is  a  similar  interactive  system 
using  a  relational  data  base,  supported  by  high-quality  mainframe 
graphics,  to  provide  senior  management,  program  directors,  and 


supporting  staff  relational  data  against  measurable  performance 
criteria  established  by  DA,  FORSCOM,  and  Fort  Ord  senior  manage¬ 
ment. 

•  Network  management.  Fort  Ord  has  a  new  wide  area  network 
(WAN)  riding  on  the  installation  coaxial  cable  television  system 
using  a  sub-split  spectrum  architecture.  This  allows  data  users 
to  "straddle"  cable  TV,  which  operates  in  the  mid-band.  The  Fort 
Ord  WAN  is  designed  to  provide  connectivity  for  all  terminals  and 
PCs  on  the  installation  having  a  requirement  to  communicate. 
This  includes  support  for  the  7th  Infantry  Division  (Light)  TACCS 
terminals  when  they  are  operating  in  garrison.  The  network  is 
about  one-third  complete,  with  some  PCs,  terminals,  and  TACCS 
devices  up  and  running.  Completion  is  scheduled  for  August,  when 
over  200  users  will  be  on  the  system.  More  will  follow.  The 
information  center  provides  network  management  and  user  assist¬ 
ance.  This  role  will  grow  as  the  number  of  participants 
increases  and  the  network  becomes  more  complex.  Gateways  to 
STARNET  and  the  Defense  Data  Network  (DDN )  are  planned. 

a  IBM  Professional  Office  System  (PROFS).  Many  network 
users  are  seeking  office  productivity  services  such  as  automated 
scheduling,  calendar  management,  electronic  mail,  and  file 
transfer.  The  information  center  will  administer  these  services 
through  the  IBM  Professional  Office  System  (PROFS)  to  be 
installed  soon.  This  function  will  involve  access  management, 
establishment  of  electronic  mailboxes,  user  interface,  trouble¬ 
shooting  and  system  maintenance.  Administration  of  PROFS  and 
management  of  the  WAN  are  inseparable  tasks  in  the  information 
center.  These  functions  lie  at  the  center  of  system  growth  at 
Fort  Ord. 

•  Data  base  management.  As  interactive  systems  grow,  more 
and  more  data  bases  are  created.  To  maximize  information 
exchange  and  correlation,  and  to  minimize  data  storage  space, 
management  of  file  structures,  access,  and  maintenance  is 
essential.  This  critical  function  must  be  performed  in  the 
information  center  because  it  is  user  centered  --  well  managed 
information  is  of  no  value  if  it  does  not  meet  the  needs  of  the 
end  user.  Data  base  structures  are  closely  tied  to  development 
of  user  interactive  systems  by  the  information  center. 

End-user  computing  and  user  involvement  with  other  information 
systems  is  growing  at  a  tremendous  rate,  with  commensurate  growth 
in  cost.  Most  of  the  users  lack  experience  and  may  not  be  able  to 
clearly  define  requirements.  Without  control  and  knowledgeable 
assistance  to  users,  we  will  not  achieve  the  greatest 
productivity  gains  for  our  investment.  The  information  center  is 
the  solution.  Any  installation  operating  without  an  information 
center  today,  needs  to  organize  one  --  and  do  it  right  away. 


